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Training Materials and Resources

After reviewing this Reports Catalog, if any additional information or guidance is needed, please refer to
the following:

e Cardinal SW NAV220 Cardinal Reporting: This Instructor Led Training (ILT) course provides
training, demonstrations, and exercises that cover the fundamentals of how to run or access
report and queries. Additionally, it covers how to perform inquiries. The course document
provides:

- Key concepts in Cardinal reporting

- Information on how to access the Query Viewer to search, run, and access query results
online or by download

- Information on how to perform inquiries to access details about an item or transaction in
Cardinal

- Basic information about types of reports and how to access the different types of reports
- Information on how to run and check the status of ad hoc reports
- Information on how to access nVision reports and how to use the Drilldown feature

- Information on how to run Bl Publisher and PSJob reports and access them through the
Report Manager

- References for additional Resources, Job Aids, and Key Terms

- Exercises which provide hands-on practice to run/access reports, inquiries or queries
(provided in the ILT course only)

Note: This resource document is located on the Cardinal website and can be accessed by
following this path:

Training > Course Materials > Statewide > SW_Financials > SW_Overview: Navigation,
Reporting and Approvals > NAV220: Cardinal Reporting
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Time and Attendance

<This page is intended to be blank>
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Time and Attendance Inquiries

<This page is intended to be blank>

Rev 04/13/2020 Page 6 of 79



4/ Cardinal
V4

Absence Management — Forecast Balances Inquiry
REVISED: 01/24/2020

DESCRIPTION:

This inquiry is used to view an employee’s current absence balance including the absence type, the
amount (current balance in hours), and as of dates. A user can also forecast an employee’s absence
balances for a specific absence type.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Mgmt > Payee Data > Maintain
Absences > Review Absence Balances

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Empl ID Online

Empl Record

Name

Last Name

Second Last Name
Alternate Character Name
Middle Name

ADDITIONAL INFORMATION:

Users must have the appropriate security roles to the Review Absence Balances page through the
above navigation path.

Screenshot of the Review Absence Balances - Search Page

Favorites + | Main Menu = >  Global Payroll & Abzsence Mgmt» > Payes Data~ > Maintain Absences + > Review Absence Balances

Review Absence Balances

Entsr any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Empl ID | beging with
Empl Record |=

Name | beging with w

Last Mame | begins with
Second Last Name | beging with v

Alternate Character Mame | begins with w

Middls Name | beging with “

[cage sensitive

I 1 | =2
I Search I Clear Basic Search [&° Save Search Criteria
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Enter the desire search criteria and then click on the Search button. A list of employees that match the
search criteria will display. Select an employee from the list. The Absence Entitlement page will
display with the employee’s current absence balances.

Screenshot of the Absence Entitlement Page

Favorites = | Main Menu + » Global Payroll & Absence Mgmt ~ > Payee Data~ > Maintain Absences v > Review Absence Balances
! Current Balance | Forecast Balance || Forecast Messages
Employee ID Empl Record 0 Name JOHN DOE
Absence Entitlement Current Balance Personalize | Find | View All | (] | E First ‘4" 1100f27 ' Last
Accumulator Balance || User Keys |
Accumulator Period Entitlement Element Element Name Amount From Through
Year to Date VAC ENT ELEM VAC ENT ELEM_BAL 415.500000 01/10/2019  01/09/2020
Year to Date ALI ENT ELEM ALIENT ELEM_BAL 0.000000 01/10/2019  01/092020
Year to Date CSLENT ELEM CSL ENT ELEM_BAL 0.000000 01/10/2019  01/09/2020
Year to Date MIL ENT ELEM MIL ENT ELEM _BAL 0.000000 10/01/2019  09/30/2020
Year to Date MIP ENT ELEM MIP ENT ELEM_BAL 0.000000 10/01/2019  09/30/2020
Year to Date MLD ENT ELEM MLD ENT ELEM_BAL 0.000000 01/10/2019  01/092020
Year to Date PD1 ENT ELEM PD1 ENT ELEM_BAL 0.000000 01/10/2019  01/092020
Year to Date PD2 ENT ELEM PD2 ENT ELEM_BAL 0.000000 01/10/2019  01/092020
Year to Date BMO ENT ELEM BMO ENT ELEM_BAL 0.000000 01/10/2019  01/09/2020
Year to Date DLR ENT ELEM DLR ENT ELEM_BAL 0.000000 01/10/2019  01/092020
|ch Retumto Search | |4 Previousin List ||42] MextinLlist ||[=]Netify || Refresh |

Click on the Forecast Balance tab.
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Screenshot of the Absence Entitlement Page - Forecast Balance Tab

Favaorites = | Main Menu ~ > Global Payroll & Absence Mgmt ~ > Payee Data~ > Maintain Absences » > Review Absence Balances

Current Balance || Forecast Balance || Forecast Messages |

Employee ID Empl Record 0 Name JOHN DOE
Absence Take Element :| Q
As Of Date | [ | Forecast |

Forecast Balance Results Detail Personalize | Find | View All | LY | E First '4' 10of1 '}

Last
Forecast Results || Accumulator Results || User Keys |

Secondary Element Forecast Element

Type Numeric Value Character Value Date Value

0.000000

|[zh Returnto Search | |+-| Previous in List  |45] Nextin List

=] Notify || Refresh |

Current Balance | Forecast Balance | Forecast Messages

Enter the desired Absence Take Element and As Of Date and then click on the Forecast button. The
forecasted entitlement balance will be displayed.

Screenshot of the Absence Entitlement Page - Forecast Balance Tab (continued)

Favorites v | Main Menu + > Global Payroll & Absence Mgmt ~ > Payee Data~ > Maintain Absences v > Review Absence Balances

Current Balance || Forecast Balance ” Forecast Messages |

Employee ID EmplRecord 0 Name JOHN DOE
Absence Take Element |VAC TAKE ELEM Q
As Of Date [02/10/2020 |59 [ Forecast |

Forecast Balance Results Detail Personalize | Find | View All | | @ First '*' 10of1 '*' Last

Forecast Results || Accumulator Results || User Keys |

Secondary Element Forecast Element Type Numeric Value Character Value Date Value
VAC TAKE ELEM VAC ENT ELEM_BAL Accumulatr 426500000
|G Retum to Search || 17] Previousin List | [y=] Nextinlist || MNotify ||7* Refresh |

Current Balance | Forecast Balance | Forecast Messages
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Manager Self Service - Approve Payable Time Inquiry
REVISED: 01/24/2020

DESCRIPTION:

This inquiry is used to identify Payable Time transactions and allows managers to select those
transactions for review and approval or denial. The inquiry displays all employees having Payable
Time that needs approval or denial and lists employees per the designated search criteria (i.e.,
typically, the Reports To Position Number of the manager and date range). Transactions can be
selected, reviewed, and approved individually or by Select All and Approve for the entire group. This
inquiry is one of three primary inquiries used by managers for time management under Manager Self
Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Manager Self Service > Time Management > Approve
Time and Exceptions > Payable Time

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Time Reporter Group Online
Empl ID

Last Name

First Name

Business Unit

Job Code

Department

Reports To Position Number

Location Code

Workgroup

Position Number

Start Date

End Date

Note: Using the manager’s Reports To Position Number is the best selection criteria.
ADDITIONAL INFORMATION:

Each Employee Name listed is hyperlinked and when clicked displays Payable Time transactions which
have not been approved for the selected employee.
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Screenshot of the Approve Payable Time Inquiry Page

Favorites = | Main Menu + * Manaper Seif Service »  » Time Manzpement = *  Approve Time and Exceptions = @ Payable Time
Approve Payable Time
Approve Time for Time Reporters
 Employee Selection
Employee Selection Criteria f Giet Employees 1
salaction Criterion Sedaction Criterlon Valug
| Clear Criteria |
Time Reporter Grou VDOTSAL
¢ l 1A [ Save Criteria |
Employzz 1D [ [
Last Mame [ [
First Nams [ &,
Businzss Unit [50100 Ja
Job Code [ &
Diepartment [ a
Reports To Paosition Mumber [ &,
Location Cade [ &
Wiarkgraup [ o,
Fasition Mumber [ a
Change Time in View
Start Date [1207/2010 |3 EndDate| |,
Employees For JOHN DOE (7 Personalize | Find | View All | Firet 'Y/ q1of1 '* Lact
Time Summary || Demographics | [Fw
Empl TotEl e prouctive ovartime
Select Lzef Mame Firet Hema Employes I0 Recorg Job Tite Payahia TRCa TRCE Raguler TRC2
Hours
) rmniali
[ DoE JOHN 0 r'” Swrs Specialist 18.00 0.00 0.00 18.00
Time Administration Run Control
Manager Self Service
Time Managem=ant
Rev 04/13/2020 Page 11 of 79




/;) Cardinal

Manager Self Service - Approve Reported Time Inquiry
REVISED: 04/01/2017

DESCRIPTION:

This inquiry is used to identify Reported Time transactions (Absences) that need review and approval
(or denial). The inquiry displays all employees having Reported Time that needs approval or denial and
lists employees per the designated search criteria (i.e., typically, the Reports To Position Number of the
manager and View By “All Time After” date). Transactions can be selected, reviewed, and approved
individually or by Select All and Approve for the entire group. The query results can be filtered by View
By (All Time After, All Time Before, Day, or Week), Date, and user may select to Include Absence or
Show Schedule Information. This inquiry is one of three primary inquiries used by managers for time
management under Manager Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Manager Self Service > Time Management > Approve
Time and Exceptions > Reported Time

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Time Reporter Group Online
Empl ID

Last Name

First Name

Business Unit

Job Code

Department

Reports To Position Number

Location Code

Workgroup

Position Number

Note: Using the manager’s Reports To Position Number is the best selection criteria.
ADDITIONAL INFORMATION:

Each Employee Name listed is hyperlinked and when clicked will display Reported Time transactions
which have not been approved for the employee.
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Screenshot of the Manager Self Service Approve Reported Time - Selection Criteria Page

Favorites = | Main Menu - * Manager Self Service = *  Time Management = » Approve Time and Exceplions = > Reported Time
Approve Reported Time
Timesheet Summary
+ Employee Selection
Employee Selection Criteria | Get Employeas |
Selection Criterion Selection Criterion Value

| Clear Criteria |
Time Reporier Group e}

| | | Save Criteria |
Employes 1D | &1
Last Mame | |Q
First Mame [ e,
Businass Unit [ [}
Job Code [ [
Department | |Q
Reports To Position Mumber | |Q
Location Code | |Q
Waorkgroup | |Q
Fasition Mumber [ =]

Change View
*View By | All Time After Vl [ include Absence [ Show Sehedule Information
Date 06(10/2018 T Previous Weaek Mest Week

Enter Employee Selection Criteria and select Get Employees
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Screenshot of the Manager Self Service Approve Reported Time Results

Change View
*Wiew By | All Time After Vl E Include Absence @ Show Schedule Information
Date |06/10/2018 B Fravious Waek Mexdt Week
Load More Enfries ¥ | Losd All | 3000f 1816 entries loaded
Employees For JOHN DOE, Time Needing Approval After 06/10/2019 Personalize | Find | (2] 1-300 of 300
Time Summary | Demographics |
Selact Last Name First Hame Employee ID g:gesl Change Department Weorkgroup 1D Business Iénn(éaeﬁun Pasition Number
DOE JOHM 1213012019 Bland Ares Hesdguarters VDOTHOMEXM 50100 11 03037 ~
DOE JOHM 01/06/2020 Luray Area Headguariers VDOTHOEXOT 50100 18 03462
DOE JOHM 12/30/2019 Eaglz Rock Area Headquarters VDOTHOMEXM 50100 12 23023
DOE JOHM 12/30/2019 Smith Mt. Lake Ares Hdgtrs VDOTHOMEXM 50100 12 05090
DOE JOHM 12/30/2019 Franklin Area Headquarters VDOTHOMEXM 50100 15 02152
DOE JOHH 12/30/2019 Right of Way - NOWA VDOTHOMEXM 50100 10 211
DOE JOHH 12/30/2019 Church Road Ares Headquarters VDOTHOMEXM 50100 14 01945
Screenshot of the Employee Timesheet Page
Favortes - MainMenu~ > ManagerSeifService » > TimeManagement~ > Approve Time and Exceptions ~ »  Reporisd Time
New Window | Hell
Timesheet
JOHN DOE Employe ID
ransportation Cosrstor EmplRecord 0
Jparaion Jpeant Time Reporting Type Posiive
Actions = Earliest Change Date 12120/2010
Select Another Timesheet
Wewey[ese ] Previous Week  Next Viesk
*Date[12/232018 | MNext Employes
Reported Hours 2400
From Monday 12/23/2019 to Sunday 12/29/2019 (7
P e o e e o o= Total Time Reparting Gore “Tzaxgroup Euamsas Unit Telscommits Equpmant o CnertFiain:
8.00 8,00 SCK - Sick Leave VDOTCOMREQ 50100 ChartFields
.00 .00 16.00 VAC - Vacation VDOTCOMREQ 50100 ChanFields
[ Saveforlater | Submit |
| Reported Time Status || Summary || Absance || Exceptons
Reported Time Status Personalize | Find | 2| B 430f2
Dats Reportsd Status. Totsl TRC Description Comments
12232019 Approved .00 SCK Sick Leave
1212672009 Neads Approval 8.00VAG Vacatian
1212772009 Neads Approval 8.00VAG Vacatian
Retum ta Select Employse
Manager Seff Senvice
Time Managemsnt

Rev 04/13/2020
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Manager Self Service - Exceptions Inquiry

REVISED: 03/04/2020

DESCRIPTION:

This inquiry is used to identify timesheet transactions with outstanding Exceptions and enables
managers to select Exception transactions individually, or a user can Select All to Allow or Select All to
Disallow. The inquiry displays all outstanding Exceptions that have not yet been allowed or disallowed
and lists Exceptions for all employees per the designated search criteria (i.e., typically, the Reports To
Position Number of the manager). The query results can be filtered by Date/Start Date,
Employee/Employee ID, Exception/Exception ID, and Severity (Low, Medium, High). This inquiry is
one of three primary inquiries used by managers for time management under Manager Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Manager Self Service > Time Management > Approve
Time and Exceptions > Exceptions

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Time Reporter Group Online
Employee ID

Last Name

First Name

Business Unit

Job Code

Department

Reports To Position Number

Location Code

Workgroup

Position Number

Note: Using the manager’s Reports To Position Number is the best selection criteria. There is no date
selection criteria for Exceptions.

ADDITIONAL INFORMATION:

An Exception is an error or warning generated by the Time Administration process during the validation
of Reported Time timesheet transactions, including both productive and non-productive time. There are
two groups of Exceptions: 1) Low and Medium Exceptions and 2) High Exceptions. Low and Medium
Exceptions can be allowed, disallowed, or ignored by a supervisor in reviewing the timesheet. A High
Exception must be corrected and the timesheet resubmitted. Exceptions can be selected, reviewed,
allowed (or disallowed) and saved individually or a user can choose Allow All (or Disallow All) and save.
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Screenshot of the Manager Self Service Exceptions — Employee Selection Criteria and Filtering
Options

Favoritzs = | Main Manu - * Manager Self Service = > Time Management » > Approve Time and Exceplions = = Emepﬁuns]
Exceptions
Employee Selection
Employee Selection Criteria | Get Employess |
Selection Criterion Selection Criterion Value
[ Clear Criteria |
Time Reporber Grou c
F a | Save Criteria |
Employes 10 3
Last Mame 3
First Mame ]
Eusiness Unit 'D\
Job Code QL
Depariment ]
Reporis To Position Mumber CL
Location Code: '}
\Warkgroup '}
Position Mumber o
Filtering Options
*Date Filter |equal to ] Start Date [=]
Employee Filter [egual to | Employee I
*Exception Fill:er| equal to 'V| Exception IO
Severity | w|
Fun Control 1D | Selact

Enter Employee Selection Criteria and select Get Employees
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Screenshot of the Manager Self Service Exceptions Results — Overview

Filtering Options

Exceptions (7 Personalize | Find | View All | IE‘| L:‘ First '*' 1-50f5 '*' Last

Overview || Details Il Demographics

Allow  LastName First Name Empl ID ReamB! Job Title Excepfion ID Deseription Date Severity
O DoE JOHN 0 Admin & Dffice Specialist 11 V_80PCT E’;ﬁids 90% Contract 44017 Low
0 DoE JOHN 0 Admin & Office Specialist 1Il V_B0PCT Exceeds 80% Gontract 41 cm017  Low

Hours

0 ©ooE JOHN 0 Admin & Office Specialist Ill V_80PCT 5’;‘;‘:‘15 90% Contract 40 i06m017  Lowr

0 DbpoE JOHN 0 Admin & Office Specialist Ill V_80PCT E’;‘;‘:ﬂs 90% Contract 40122017 Lowr

00 boE JOHN 0 Admin & Office Specialist Il V_S0PCT Exeeeds S0% CONMIt  paara017 Low

Allow Exceptions (2

| Select All | Deselect All

| Save |

Screenshot of the Manager Self Service Exceptions Results — Details

Filtering Options

Excepfions | »
Overview | Details || Demogrsphics | [0
Allow Last Name First Name Empl ID HEmer Job Title: Exception ID Source Last Updated Exception Data

O DOE JOHN 0 Admin & Office Specialist 1l V_B0FCT Time Administration g‘gg?ggu‘ Total of reperted snd paysble howrs exceeds 809 of centract hours.
O oboe JOHN 0 Admin & Office Specislist 1l _80PCT Time Administration g‘ggﬁx Total of reperted end paysble hous exceeds 80% of contract hours.
O ooe JOHN 0 Admin & Office: Specialist I V_80PCT Time Administration Szt Totsl of repert=d end paysble hours exceads 00% of contract hours.
O DoE JOHN 0 Admin & Office Specislist 1l _80PCT Time Administration g‘ggﬁx Total of reperted end paysble hous exceeds 80% of contract hours.
O oce JOHN 0 Admin & Office Specialist 1l V_80PCT Time Administration gaég_sggx Totsl of reported end paysble houss excesds B0% of contract hours.

Allow Exceptions (7

| Select Al I [ Deselect Al

Save

Screenshot of the Manager Self Service Exceptions Results - Details (scrolled right)

Personalizs | Find | View Il | (2| [ First (4 1505 1 Last

Last Updated Excepfion Data Explanation Comment

r 'EJ)
Qa7 Totsl of reported and paysbia hours excasds B0% of contract hours. Explanation -
S05:514M

r ')
Rnpteoil! Totsl of reparied nd payabie hours sxceeds B0% of contract hours. Explanation ~
S0551AM
(aBat? Totsl of reporied and payable hours exceeds B0% of contrect hours Explanstion -
E0551AM
Rnmpteoid! Totsl of report=d snd paysble hours exceads B0% of contract hours. Explanstion -~
S05:51AM

r 'EJ)
e Totsl of reparied end payabie heurs sxceeds B0% of contract hours. Explanation ‘ I“
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Self Service - Absence Balances Inquiry
REVISED: 01/24/2020

DESCRIPTION:
This inquiry is used to view the current absence entitlement balances for a Self Service user. The
inquiry is one of the primary inquiries used by employees to view and manage time under Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time > Absence
Balances

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
None Online

ADDITIONAL INFORMATION:
Click on Absence Balances from the View Time Menu and the View Absence Balances page will be
displayed with each of the possible absence entitlements and related balance information.

Screenshot of the Self Service Absence Balances Page

Fauoniias » | ain Menu - » SelfSenvice » » Time Reporing = > ViewTime - > Absenca Balances

View Absence Balances

JOHN DOE
Fin and Audit Sves Mgrll

¥ Instructions

View current abzencs entitement balancss, Cument balances do not reflect sbsancs requesis that have not been
pracessed by payroll, For mors details please contact your absence administratar.

Absence Entiflement Balances Personalize | (2]

Current Balances | [T

Enfrilament Hame Ealance as of 12242013 From To Accrual Perlod

Farental Leave 0.00 Hours MM2018 01092020 Yearto Date A
Farnily Medizal Leave 0.00 Houwrs MME2M8 010H2020 Yearto Date

WEDF Sick Leave 55.50 Hours MM2018 01092020 Yearto Date

Sick Laave 0.00 Hours MM02019 017042020 Yearto Date

Pre-Layoff Leawe 0.00 Hours HM02018 01082020 Yearto Date

Fublic Health Emergency 0.00 Hours MMW2018 010842020 Year to Date
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Self Service - Absence Request History Inquiry
REVISED: 04/01/2017

DESCRIPTION:
This inquiry is used to view history details of absence requests for a Self Service user. The inquiry is
one of the primary inquiries used by employees to view and manage time under Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time > Absence
Request History

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

From [date] Online
Through [date]

ADDITIONAL INFORMATION:

Cardinal defaults a current period date range when the Absence Request History page displays.
Specify the date range of interest. To retrieve a complete history, leave From and Through dates blank
and select the Refresh button. Select the absence name link to view request details.

Screenshot of the Self Service Absence Request History Page

Favorites ‘ Main Menu v > Self Servicew > Time Reporting v > View Time v > Absence Request History

Absence Request History

JOHN DOE
Fin and Audit Sves Mgr Il

nstructions

gﬁ;cify the date range of interest. To retrieve a complete history, leave From and Through dates blank and select the Refresh button. Select the absence
name link to view request details.select edit button to modify or delete the text

From [11/05/2019 |5 Through [05/03/2020 |5 | Refresh
Absence Request History Personalize | Find | View All | 2| E First ‘4 160f6 '* Last
Absence Name Status Start Date End Date Duration Edit Cancel
Vacation Approved 12/26/2019 12/27/2019 16 Hours Edit Cancel
Vacation Approved 12/23/2019 12/23/2019 8 Hours Edit Cancel
Vacation Approved 12/13/2019 12/13/2019 4 Hours Edit Cancel
Vacation Approved 12/11/2019 12/11/2019 1.5 Hours Edit Cancel
Vacation Approved 12/06/2019 12/06/2019 4 Hours Edit Cancel
Vacation Approved 11/27/2019 11/27/2019 4 Hours Edit Cancel
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Self Service - Compensatory Time Inquiry
REVISED: 04/01/2017

DESCRIPTION:
This inquiry is used to view a balance of accumulated Compensatory Time for a Self Service user. The
inquiry is one of the primary inquiries used by employees to view and manage time under Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time >
Compensatory Time

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
None Online

ADDITIONAL INFORMATION:

Cardinal defaults the current date when the Compensatory Time page displays. Compensatory Time
ages out at 365 days. In addition to displaying the balance of Compensatory Time available at the start
of the current day, users have the ability to “Show Time Expiring in” the Next 30 Days, Next 90 Days,
One Year, or Show All.

Screenshot of the Self Service Compensatory Time Page

Favarites = Main Menu > SelfService= > Time Reporting~ > ViewTime~ > Compensatory Time

Compensatory Time

JDHNDDE Employee ID
Watercraft Operator Il Employment Record 0
Actions~

Comp Time Balance Summary (%

Compensatory Time Off Plan COMP_LEAVE Expiration Period Years
Date (3/18/2020 Period Count 1
Balance at Start of Day (.50

*Show Time Expiring in [ One Year v|

Expiring Time Earned (7

Expiration Date Quantity Ending Balance
0572712020 8.00 0.50
09/02/2020 8.00 0.50
10/114/2020 8.00 0.50
1111/2020 8.00 0.00
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Self Service - Exceptions Inquiry
REVISED: 04/01/2017

DESCRIPTION:

This inquiry is used to view the exceptions associated with Reported Time for a Self Service user. The
Exceptions inquiry displays all outstanding exceptions that have not yet been allowed or disallowed by
a manager. The inquiry is one of the primary inquiries used by employees to view and manage time
under Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time > Exceptions

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
None Online

ADDITIONAL INFORMATION:

An Exception is an error or warning generated by the Time Administration process during the validation
of Reported Time timesheet transactions, including both productive and non-productive time. There are
two groups of Exceptions: 1) Low and Medium Exceptions and 2) High Exceptions. Low and Medium
Exceptions can be allowed, disallowed, or ignored by a supervisor in reviewing the timesheet. A High
Exception must be corrected and the timesheet resubmitted in order to be approved. The initial
Exceptions page displayed is an overview of a user’s outstanding exceptions. A user can click on the
Details tab to expand the display to view more detailed information about the exceptions.

Screenshot of the Self Service Exceptions Page — Overview

Favorites = | Main Menu - >  Self Service ~ > Time Reporting= > ViewTime = > Excepflions
Exceptions

JOHN DOE Employee ID

Asst Policy/Admin Employment Record 0

Filtering Options

| Continue with Exceptions

Exceptions (7 Personalize | Find | First ‘4’ 17 of 7 "}’ Last
Overview || Details

Exception 1D Description Date Severity Exception Source
WV OVTEW Cwertime rule 0162017 Medium Time Administration
V_OVTEW Cwvertime rule 011272018 Medium Time Administration
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Screenshot of the Self Service Exceptions Page — Details

Favorites = | Main Menu - > Self Service~ > Time Reporting» > ViewTime » > Excepfions
Exceptions

JOHN DOE Employee ID

Asst Policy/Admin Employment Record 0

Filtering Options

| Continue with Exceptions
Exceptions (7

Overview || Details

Exception ID D ipti Date Source Laszt Updated Exception Data
. " - . 02/02/2017 - .
V_OVTEW Overtime rule 01H6/2017 Time Administration 634-59PM Employee has reported less than the minimum required for TRC UOT
V_OVTEW Overti i inistrati 02/14/2018 - .
' vertime rule 01/12/2018 Time Administration 12:07-17PM Employee has reported less than the minimum required for TRC UOT
. " - . 02/14/2018 - .
V_OVTEW Overtime rule 01/115/2018 Time Administration 12:0717PM Employee has reported less than the minimum required for TRC UOT

Screenshot of the Self Service Exceptions Page - Details (scrolled right)

Personalize | Find | &2 First ‘1 1-7of7 '} Last
Exception Data E i C t
Employee has reported less than the minimum reguired for TRC UOT Explanation
Employee has reported less than the minimum reguired for TRC UOT Explanation
Employee has reported less than the minimum reguired for TRC UOT Explanation
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Self Service - Forecast Balances Inquiry
REVISED: 04/01/2017

DESCRIPTION:
This inquiry is used to forecast absence entitlement balances for a Self Service user. The inquiry is
one of the primary inquiries used by employees to view and manage time under Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time > Absence
Balances

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

As of Date Online
Filter by Type
Absence Name (required field)

ADDITIONAL INFORMATION:

Forecast Balance is part of the Absences Balances functionality. Click on Absence Balances from the
View Time Menu and the View Absence Balances page will be displayed with each of the possible
absence entitlements and related balance information. Click on the Forecast Balance link near the
bottom of the View Absence Balance page to go to the Forecast Balance page. To initiate the
Forecast Balance calculation, you specify an As of Date, select the Filter by Type related to the
Absence Name (or select All), select an Absence Name (leave type) that you want to forecast, and
then click the Forecast Balance button.
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Screenshot of the Self Service View Absence Balances Page - Forecast Balance Link

Faworites = Main Menu -

JOHH DOE
AsEt PallcylAdmin

" Instructions

Currant Batances ' [===¢)

Entiismant Mams

Parental Le3vsa

Famlly Medical Leave
VESDP Sick Leave

Slck Laave

Pre-Layoff Leave

Pubilic Health Emergency
WEDP Personal Leaws

MIEary Bank Leave
Employes Suggestion Program
Employes Recognitian Pragram

Emeargency Service Walunteer

Educational Leave wio Pay

Educatlonal Leave wi' Pay

Wictim of Disasier

Converted Disabllity Credis

GoTo Forecast Balancs

+ Sl Semvice = : Time Reporting = * Wiew Time = > Absence Balances

View Absence Balances

Absence Entittement Balances

Balanos ac of 12Z420MS From

0.00 Hours

0.00 Hours

53.00 Haurs

0.00 Hours

0.00 Hours

0.00 Hours

14.00 Haurs

0.00 Hours

0.00 Hours

0.00 Hours

0.00 Hours

0.00 Hours

0.00 Hours

0.00 Hours

227.50 Hours

Return to Emplayee Wisws Exceptions

R Tl =]

mAzie

Mozie

mAzie

MMEie

mAzie

MMowzie

MAzie

A Pk o)

mAzie

A Pk o)

MAzie

A Pk o)

MMzie

MMozie

To

052020

O1A0E2020

01082020

O1A0E2020

MsZ020

O1A0E2020

I1Meza20

O1A0e2020

0100572020

O1A0E2020

0100572020

O1A0e2020

0100572020

182020

Msza20

WilaWw Cumen? absence entilement balances. Cument balances do nat reflect absence requests that have not been
pracass=d by payroll. For more detsls plesse contact your sbsence adminlstrator.

Personzlze | (2]

Apggnaal Parlod
Year to Date
Tear to Date
Year to Date
Tear to Date
tear o Date
Tear to Date
tear o Date

Tear to Date

Tear to Date

Tear to Date

Tear to Date

Tear to Date

Tear to Date

tear o Date

Year to Date
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Screenshot of the Self Service Forecast Balance Page

Favorites + | Main Menu - > Self Service » > Time Reporting > > View Time ~ > Absence Balances

View Absence Balances

Forecast Balance

JOHN DOE
Enter As of Date and Absence Name. Then select the Forecast Balance button.

Forecast Balance

As of Date [02/03/2020 |3

Filter by Type|All v

*Absence Name| Select Absence Name v

Return to View Absence Balances

= Beonired Fisld

Screenshot of the Self Service Forecast Balance Page - Forecasted Absence Balance

Favorites + | Main Menu = > Self Service + > Time Reporting~ > View Time~ > Absence Balances
View Absence Balances

Forecast Balance
JOHN DOE

Enter As of Date and Absence Mame. Then select the Forecast Balance button.

Forecast Balance

As of Date 06/30/2020 |3

Filter by Type |All v|
*Absence Name|‘u"5DP Personal Leave V| Current Balance 14.00 Hours™
| Forecast Balance ||

Retumn to View Absence Balances

* Required Field
“*Disclaimer The current balance does nof reflect absences that have not been processed.
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Additional Screenshot of the Self Service Forecast Balance Page - Forecasted Absence Balance

Favorites = | Main Menu ~ > Self Service > Time Reporting~ > View Time~ > Absence Balances
View Absence Balances

Forecast Balance
JOHN DOE

Enter As of Date and Absence Mame. Then select the Forecast Balance button.

Forecast Balance

As of Date 06/30/2020 |[3]

Filter by Type | Al V|

*Absence Name | VSDP Personal Leave v Current Balance 1400 Hours™

Completed Successfullyl

Forecast Balance

Ry pmsa i U U S i

Forecast Balance Details Personalize |
Forecast Results | Accumulator Results |

Absence Name Forecast Element Value

VSDP Personal Leave VSDP Personal Leave 40.00

Retum to View Absence Balances
* Required Field

=Disclaimer The current balance does not reflect absences that have not been processed.
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Self Service - Payable Time Detail Inquiry
REVISED: 03/27/2017

DESCRIPTION:
This inquiry is used to view Payable Time details for a Self Service user. The inquiry is one of the
primary inquiries used by employees to view and manage time under Self Service.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time > Payable
Time Detail

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Start Date Online
End Date

Statuses include:

Needs Approval — Waiting for approver’s approval
Approved — Approved by designated approver
Rejected by Payroll — Rows that will not be
allocated to General Ledger

Distributed — Paid and allocated to the General
Ledger

ADDITIONAL INFORMATION:

Cardinal displays the Payable Time Detail for the most current Start and End Date range. A user can
change the Start and End Dates on the Payable Time Detail page. After clicking the Refresh icon, the
page displays the Payable Time status of the timesheet transactions for the designated date range.

For example, the Payable Status of Needs Approval indicates that the supervisor has not yet approved
(or denied) that particular timesheet transaction.
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Screenshot of the Self Service Payable Time Detail Page

Payable Time Detail

JOHN DOE Employee ID
Asst PoBeyifdriin Employment Record
ctions= |

Start Date 11232015 |
End Date (2032020 | ‘¥

[+ Payable Status Filter

Fayable Time (¢ N N )
Overview | Time Reporting Elements Task Reporting Elements | Cost and Approval

Favorites = | Main Menu = » Self Service = » Time Reporting = > View Time= > Payable Time Detad

Date Status feason Code Emmp"ﬁnu Quantity TRC Type Estimated Gross
1127:2018  Distributed HOL 4,00 Hours
11282019 Distributed HOL 8.00 Hours
11292019 Distibuted HOL 8.00 Hours
12242013 Distributed HOL 8.00 Hours
120252013 Agproved HOL .00 Hours
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Self Service - Payable Time Summary Inquiry
REVISED: 03/27/2017

DESCRIPTION:

This inquiry is used to view a summary of Payable Time for a Self Service user. The inquiry is one of
the primary inquiries used by employees to view and manage time under Self Service.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Self Service > Time Reporting > View Time > Payable

Time Summary

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Start Date Online
End Date

Previous Week (hyperlink)
Next Week (hyperlink)

ADDITIONAL INFORMATION:

Cardinal displays the Payable Time Summary for the most current Start and End Date range. A user
can change the Start and End Dates on the Payable Time Summary page. A user can also change
the weeks displayed by clicking Previous Week and Next Week. A user can navigate directly to the

Payable Time Detail page by clicking the Detail Page link at the bottom of the page.

Screenshot of the Self Service Payable Time Summary Page

Favorites » ‘ Main Menu~ > Self Service > Time Reporting~ > ViewTime~ > Payable Time Summary

Payable Time Summary

JOHN DOE Employee ID
Asst Policy/Admin Employment Record 0
Actions ~

Start Date {1/23/2019 x| L Pravious Week Next Week

End Date 11/29/2019
Payable Time From 11/23/2019 To 11/28/2018 (7

Time Reporting o Total sat Sun Mon Tue Wed
Code Description Quantity 1YP€ 11123 11124 1125 11126 27

HOL Holiday 20.00 Hours 4.00

| Detail Page l

Thu
11128

8.00

New Window | Help | Personalize Page

Fri
11429 Currency

8.00uUsSD
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Time and Attendance Queries

<This page is intended to be blank>
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Absence Adjustments Query (V_TA ABS ADJUSTMENTYS)

REVISED: 03/27/2017

DESCRIPTION:

This query displays absence balance adjustment transaction data including employee identification
information, absence calendar information, absence adjustment type and amount, and date and time

update information.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >

V_TA_ABS_ADJUSTMENTS

INPUT / SEARCH CRITERIA:

Employee ID (or % for all)
Dept ID (or % for all)
Calendar ID (or % for all)

ADDITIONAL INFORMATION:

OUTPUT FORMAT:

HTML
Excel
Csv

Users can search for balance adjustments for individual employees, review adjustments by Department

or by Absence Type and Calendar ID.

Screenshot of the Absence Adjustment Query Page

V_TA_ABS_ADJUSTMENTS - Absance Adjustments
Employee ID %
DeptID 10031
Calandar ID %
Wiew Resulls
Dovmload results in © Excel SpreadSheet G5V Text File XML File (62 ki)
Wigwr All First 1-65 of 65 Lasi
Fow EMPUD  Name O Calendarip  Spteen Descr ey Comments Last Upd By Last Upd DATm
DOE, WAC ENT ozmezro1z
1 JOHN 10031 SMLV201202 ELEM Vacation B5.000000 11:15:304M
DOE, WAC ENT - 03/2812012
2 JOHN 10081 SMLVI01205 ELEM Vacation =33.000000 11:51-292M
DOE, WaC ENT . 05032012
3 JOHN 10031 SMLVZ01207 ELEM Vacation -28.000000 P —
DOE, - ERL ENT  Employee 052512012
4 JOHN 10051 SMLVIO1210 ELEM Rotognttion Progran 2000000 AR CARDINAL BATCH_TA 12-00-00AM
DOE, WAC ENT . 110872012
g JOHN 10081 SMLV201220 ELEM ‘Vacafion 28.000000 504 SEEM
DOE, WAC ENT 0172372013
B JOHN 10081 SMLVI01300 ELEM Vacation 15.000000 10:17-24AM
DOE, FML ENT 0472272015
T JOHN 10081 SMLVI01506 ELEM Famity Medical Leave 4500000000 FMLA eligible. 2084880
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Active Job Inactive Time Reporter Query
(V_TA _ACT_JOB_INACT_TIMERPTR)

REVISED: 03/27/2017

DESCRIPTION:
This query displays active employees with inactive time reporter status and is used for correcting
employee setup issues.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_ACT_JOB_INACT_TIMERPTR

INPUT / SEARCH CRITERIA:

OUTPUT FORMAT:

Business Unit HTML
Location (% for all) Excel
Department (% for all) Csv

Employee ID (% for all)

Screenshot of the Active Job Inactive Time Reporter Query Page

V_TA_ACT_JOB_INACT_TIMERPTR - Active Job Inactive Time Rptr

Business Unit p0100 |Q,
Location (% for all) % Q
Department (% for all) % Q
Employee ID (% for all) | %

| View Results |

Download results in: Excel SpreadSheet CSV TextFile XMLFile (1kb)

View All First 1-7 of 7 Last
Row Location Dept D EMPLID Name PayGroup Job Eff Date HR Status Time Reporter Eff Dt Time Reporter Status
1 10 10004 DOE, JOHN SMS 06/10/2019 A 122612019 |
2 10 10040 DOE, JOHN SMS 08/10/2019 A 122612019 |
3 10 10196 DOE, JOHN BWH 11/25/2019 A 121112019 |
4 10 10196 DOE, JOHN BWH 06/03/2019 A 121172019 |
5 12 12037 DOE, JOHN BWH 12/23/2019 A 05/01/2019 |
6 12 12060 DOE, JOHN SMS 06/13/2019 A 07/25/2019 |
7 18 18030 DOE, JOHN BWH 06/10/2019 A 12/09/2019 |
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Active Salaried Missing TL Schedule Query (V_TA_MISSING_SCHEDULE)
REVISED: 03/27/2017

DESCRIPTION:

This query displays salaried employees who do not have an assigned work schedule and is used for
correcting employee setup issues.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_MISSING_SCHEDULE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
None HTML

Excel

CSsv

When you select this query, Cardinal automatically searches for the data and returns the query with no
input.

Screenshot of the Active Salaried Missing TL Schedule Query Page

V_TA_MISSING_SCHEDULE- Active Salaried missing TL Sch

Download resultsin :  Excel SpreadSheet CSV TextFile XMLFile (1 kb)

View All First 1-4 of 4 Last

Row (1] Name Position Job Code Dept ID Location Type FLSA Stat Reports To Workgroup
1 DOE, JOHN 04929 29073 10007 10 5 Nonexempt 00472 VDOTNONEXM
2 DOE, JOHN 89063 29097 10007 10 S Professional 00633 VDOTEXTPBS
3 DOE, JOHN 07926 79152 19029 19 5 Nonexempt 19089 VDOTNOEXOT
4 DOE, JOHN 16614 19152 14064 14 5 Nonexempt 22240 VDOTNONEXM
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Compare Employees Work/Pay Group Query
(V_TA WORKGROUP_PAYGROUP_CMPARE)

REVISED: 03/27/2017

DESCRIPTION:

This query displays employees in a salaried pay group and hourly workgroup combination and
employees in an hourly pay group and salaried workgroup combination. The query is used for
correcting employee setup issues.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_WORKGROUP_PAYGROUP_CMPARE

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
None HTML

Excel

Csv

When you select this query, Cardinal automatically searches for the data and returns the query with no
input.

Screenshot of the Compare Employee Work/Pay Group Query Page

V_TA_WORKGROUP_PAYGROUP_CMPARE- Compares EEs' work/pay grp
Download results in :  Excel SpreadSheet CSV TextFile XML File (1kb)
View All First 1-4 of 4 Last
Row Effective date Description Dept ID Department Name EMPLOYEE ID Paygroup Workgroup
1 12/123/2019 Workgroup Mismatch 15049 Jamestown Scotland Ferry Maint BWH VDOT Salaried Non Exempt
2 02/06/2018 Workgroup Mismatch 14077 Richmond Roadside Mgmnt SMS VDOT Hourly Employees
3 07/07/2019 Workgroup Mismatch 15080 HamptonRds Spec Projects Group SMS VDOT Hourly Employees
4 03/31/2016 Waorkgroup Mismatch 19115 NOWVA Local Assistance SMS VDOT Hourly Employees
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Donated Leave Usage Query (V_TA_DONATED_LEAVE)

REVISED: 10/19/2017

DESCRIPTION:

This query displays leave donation taken (DLR) during a specified pay period (or multiple pay periods).
The query returns the current balance of donated leave as of the leave period end date, the donated
leave used within the leave period, and all regular time reported by an employee with a balance of

donated leave.

The query can be run by Emplid or Department ID for a specified beginning and ending date range. |If
the dates entered in the prompts do not reflect an actual Leave period, the dates will be adjusted to
include the whole Leave period(s) in which the beginning and ending dates fall. For example, using
dates from 4/15/xxxx to 5/01/xxxx will pull information relating to Leave Period 4/10/xxxx through
5/9/xxxx. In the example, information from two leave periods would be on the Query results.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_DONATED_LEAVE

INPUT / SEARCH CRITERIA:

Business Unit
Emplid (% for all)
Dept ID (% for all)
Date From

Date To

ADDITIONAL INFORMATION:
If regular time is reported, this indicates that an employee has returned to work and may no longer be

eligible to have a balance of donated leave if they worked every day of the pay period. Reported time

displays even if the employee took only partial days during the pay period, e.g., an employee reporting
time at the beginning of the period but still taking leave donations the rest of the period.

Screenshot of the Donated Leave Usage Query Page

OUTPUT FORMAT:

HTML
Excel
Csv

V_TA_DONATED_LEAVE - Donated Leave Usage

Business Unit 50100 |Q,

Dept 1D (% for All [% a
From Date |06/10/2019 |[z]]
To Date [01/08/2020 |5

| View Results |

View All

Emplid (% for All) Q

Download results in:  Excel SpreadSheet CSV Text File

XML File (14 kb)

First 1-36 of 36 Last

Row D Name Dept ID Unit Calendar ID Absence Date Abszence Hours Entitlement Bal Period Begin Date Period End Date HR Status Total Reported Hours
1 DOE, JOHN 17031 50100 SMLV201912 06/28/2019 8.000000 56.000000 06/25/2019 07/09/2013 A
2 DOE, JOHN 17031 50100 SMLV201912 07/01/2019 8.000000 48.000000 06/25/2019 07/09/2019 A
3 DOE, JOHN 17031 50100 SMLV201912 07/02/2019 8.000000 40.000000 06/25/2019 07/09/2013 A
4 DOE, JOHN 17031 50100 SMLV201912 07/03/2019 8.000000 32.000000 06/25/2019 07/09/2013 A
5 DOE, JOHN 17031 50100 SMLV201912 07/04/2019 2.000000 24.000000 06/25/2019 07/09/2013 A
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Screenshot of the Query run to Excel for employee taking DLR and with a Donated Leave
Balance

Donated
Leave Usage | 36
1D Name ||Dept 1D ||Unit ||Clendr ID||Absence Dte"Absence HoursIEntitIement Bal |Period Begin Date ||Period End Dte"HR Status ”Totl Reported Hour.'.l
717031 50100 |SMLV201912 6/28/2019 8.000000 56.000000 6/25/2019 7/9/2019 A 0.000000
17031 So100 smLv201912 7/1/2019 8.000000 48.000000 6/25/2019 7/9/2019 A 0.000000
I 17031 50100 smLv201912 7/2/2019 8.000000 40.000000 6/25/2019 7/9/2019 A 0.000000
I 17031 50100 SMLV201912 7/3/2019 8.000000 32.000000 6/25/2019 7/9/2019 A 0.000000
i 17031 50100 smivzo1s1z 7/4/2019 8.000000 24.000000 6/25/2019 7/9/2019 A 0.000000
] 7031 50100 |smLV201912 7/5/2019 2.000000 16.000000 6/25/2019 7/9/2019 A 0.000000
i 7021 50100 |smLvz01912 7/8/2019 8.000000 8.000000 6/25/2019 7/9/2019 A 0.000000
t 17031 50100 SMLV201912 7/9/2019 8.000000 0.000000 6/25/2019 7/9/2019 A 0.000000

How to read the report:

Each day the employee used “DLR” will be listed along with the number of hours used.

The Entitlement Bal will show and will decrement by the number of DLR hours used each day.
The HR Status is the status of the employee at the time the query was run.

The Total Reported Hours are the total number of hours the employee worked during the
Leave Period.

PR

Screenshot of the Query run to Excel for employee not taking DLR but with a Donated Leave
Balance

Donated
Leave Usage (1
1D Name |Dept ID [Unit |Calendar 1D |Absence Date|Absence Houﬁ Entitlement Bal|Period Begin Date |Period End Date|HR Status | Total Reported Hours

118002 50100 SMLV201924 0.000000 12.300000 12/25/2019 1/9/2020 A 82.500000

How to read the report:

1. The Entitlement Bal will show the balance of Donated Leave at the time of the reported Leave
Period.

2. The HR Status is the status of the employee at the time the query was run.

3. The Total Reported Hours are the total of hours the employee worked during the Leave
Period.
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Employee Job Status Changes Query (V_TA EMP_JOB_STA CHNGS)

REVISED: 03/04/2020

DESCRIPTION:

This query displays employee status changes such as hire, termination (including terminations due to

death of the employee) and position changes.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >

V_TA_EMP_JOB_STA_CHNGS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Org Code (% for All) Excel

Employee ID (% for All) Csv

Begin Date

End Date

Change Type (% for All)

Screenshot of the Employee Job Status Changes Query Page

V_TA_EMP_JOB_STA_CHMNGS - Employee Job Status Changes

Business Unit f0100 O
Org Code (% For Al | % Q,
Employee ID (% For All} | % a,
Begin Date [12122019 [
End Data | 011022020 [
Changea Type (% For All} (% Q
Viaw Resulis
Downboad resulls in . Bxcel SpreadSheel CSW Text File XML File {144 kb)

View A8 First 1-100 of 333 '* ' Last
Row Business Unit  Org Code Empioyes ID Employes Name Position Number Supervisor Name Effective Date  Action Reason Operator 1D DateTime Stamp of Change

1 50100 16033 DOE, JOHN 17306 DOE, JOHM 12252019 POS 010452019 12-26:05PM

2 50100 16033 DOE, JOHN 17306 DOE, JOHN 1212572019 POS 01052019 9421440

3 50100 18031 DIOE, JOHN 08215 DOE, JOHM 122572019 FO3 12302019 2:24.30FPM

4 50100 18081 DOE, JOHN 22888 DOE, JOHN 1212572019 POS 12302019 2:25:40PM

5 50100 18041 DOE, JOHN 19847 DOE, JOHN 1202572019 POS 12302019 2:32:02PM

§ 50100 17025 DOE. JOHN 22095 DOE, JOHM 1272572019 POS  UFD AA_CARDINAL_BATCH_TA 122772019 7:31:15AM

7 50100 15049 DOE, JOHN H5206 DOE, JOHN 12232019 HIR PRI AA_CARDINAL_BATCH_TA 12272019 T:31:48AM
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Inactive Job Active Time Reporter Query
(V_TA _INACT_JOB_ACT_TIMERPTR)

REVISED: 03/27/2017

DESCRIPTION:
This query displays inactive employees with active time reporter status and is used for correcting
employee setup issues.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_INACT_JOB_ACT_TIMERPTR

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Location (% for all) Excel

Department (% for all) Csv

Employee ID (% for all)

Screenshot of the Inactive Job Active Time Reporter Query Page

V_TA_INACT_JOB_ACT_TIMERPTR - Inactive Job Active Time Rptr

Business Unit 50100 |

Location (% for all) |% (&}
Department (% for all) |% aQ
Employee 1D (% for all) |%
| View Results |

Download results in .  Excel SpreadSheet CSV TexiFile XML File (23 kb)

View All First 1-100 of 100 Last
Row Location Dept ID EMPLID Name PayGroup Job Eff Date HR Status Time Reporter Eff Dt Time Reporter Status
1 10 10003 DOE, JOHN SMS 05/09/2019 ! 1170672011 A
2 10 10007 DOE, JOHN BWH 07/23/2019 ! 07/24/2018 A
3 10 10017 DOE, JOHN SMS 0510/2019 ! 08/10/2018 A
4 10 10020 DOE, JOHN SMS 12/01/2019 | 021072019 A
5 10 10021 DOE, JOHN SMS 09/08/2018 ! 1170672011 A
] 10 10029 DOE, JOHN BWH 11/01/2019 ! 05/01/2019 A
7 10 10030 DOE, JOHN BWH 11/23/2019 | 05/13/2019 A
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Leave Balances by Department ID / District Query
(V_TA LV _BAL BY _DEPTID_DISTRICT)

REVISED: 03/27/2017

DESCRIPTION:
This query displays employee current leave balances by leave type. Information can be displayed by
employee, Reports To, and/or Department.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_LV_BAL_BY_DEPTID_DISTRICT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Dept ID (% for all) Excel

Reports To (% for all) Csv

Empl ID (% for all)

Screenshot of the Leave Balance by DeptID / District Query Page

V_TA_LV_BAL_BY_DEPTID_DISTRICT - Leave Bal by deptid/district

Business Unit 50100 |
Dept ID (% for all) 10081 a
Reports To (% for all} %
Empl ID (% for all} %
View Results |

Download resulis in . Excel SpreadSheet CSV Text File XML File (78 kb)

View All First 1-100 of 255" Last
Row Location Reports To Employee ID Name Dept ID Leave Code Leave Balance Seniority Date FLSA Status Leave Year
1 10 00004 DOE, JOHN 10081 ALIENT ELEM_BAL 0.000000 12/10/1992 P 2019
2 10 00004 DOE, JOHN 10081 BMO ENT ELEM_BAL 0.000000 12/10/1992 P 2019
3 10 00004 DOE, JOHN 10081 CSL ENT ELEM_BAL 16.000000 12/10/1992 P 2019
4 10 00004 DOE, JOHN 10081 DLR ENT ELEM_BAL 0.000000 12/10/1992 P 2019
5 10 00004 DOE, JOHN 10081 DSK ENT ELEM_BAL 447.000000 12/10/1992 P 2019
] 10 00004 DOE, JOHN 10081 DSR ENT ELEM_BAL 0.000000 12/10/1992 P 2019
7 10 00004 DOE, JOHN 10081 ELP ENT ELEM_BAL 0.000000 12/10/1992 P 2019
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Reports To Query (V_TA REPORTS TO _SUPV)

REVISED: 03/27/2017

DESCRIPTION:

This query displays all employees reporting to a specific position number and can be used to validate
changes to an employee’s Reports To position number.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >

V_TA_REPORTS_TO_SUPV

INPUT / SEARCH CRITERIA:

OUTPUT FORMAT:

Who EE reports To HTML
Excel
CSsv
Screenshot of the Reports To Query Page
V_TA_REPORTS_TO_SUPV - Reports To
Who EE reports To (00519 Q
‘ View Results
Download results in:  Excel SpreadSheet CSV TextFile XML File (1 kb)
View All First 14 of 4 Last
Row SUPERVISOR EMPLID SUPERVISOR'S NAME Reports To EMPLID for EE Employee Name Position for EE
1 DOE, JOHN 00519 DOE, JOHN 22253
2 DOE, JOHN 00519 DOE, JOHN H5209
3 DOE, JOHN 00519 DOE, JOHN 22250
4 DOE, JOHN 00519 DOE, JOHN H5208
Rev 04/13/2020
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Time Approval Audit Query (V_TA_TIME_APPROVAL_AUDIT)
REVISED: 04/01/2017

DESCRIPTION:
This query displays all Payable Time rows and who or when approved or if not approved. Query can
be used to audit time approval activity.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_TIME_APPROVAL_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Empl ID Excel

Date From CSsv

Date To

Screenshot of the Time Approval Audit Query Page

V_TA_TIME_APPROVAL_AUDIT - Time Approval Audit Guery

Business Unit 50100 |
Empl ID |%73500

Date From |12/01/2019

Date To |12/31/2019

View Results

)
)

Download results in ©  Excel SpreadSheet CSV TextFile XML File (136 kb)

Wiew All
A | Last Timesheet A c
Row Employes 1D Daily Date Approver Oprid pg;:::va Updated Approved TRC Hours cc'::";:m Account Fund Program Department l'_‘e::;r Task FIPS Assat
Data Status

12052018

1 121022019 856 TAAM 12/05/2018 PD RGS 8000000 000000166 555955 04100 695001 10004 11120010
12/06/2019

2 1210472019 B-56 D3AM 12/05/2019 RP RGS 8000000 000000166 599999 04100 699001 10004 11120010
12106/2019 ]

3 1210472019 8-44-23AM 1210672019 PD RGS  2.500000 000000166 598998 04100 693001 10004 11120010
12/06/2019

4 121042019 84422 AM 12/06/2018 RP RGS -8.000000 000000166 559999 04100 689001 10004 11120010
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Screenshot of the Time Approval Audit Query Page (scrolled right)

Pigency Agency

EC Activity
Use1 Use2 Eﬂ? Project ID D Telecommute Equipment

User Field User Field
1 2

20191213

20191213

User

User Field 3 Field Sequence Number
4

SMRG232019

SMRG232019

SMRG232019

SMRG232019

440248894000001

440248894000002

440248900000001

440248900000002

First 1-100 of 1683 '*

Pay
Req Orig Sequence
Nbr

1 0

0 440248894000002

0 440248894000002

Last
Initial
Seq
Nbr

1
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Time Entry Audit Query (V_TA_TIME_ENTRY_AUDIT)
REVISED: 04/01/2017

DESCRIPTION:
This query displays each time a Reported Time entry is touched and can be used to audit time entry
activity.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA_TIME_ENTRY_AUDIT

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:

Business Unit HTML
Empl ID Excel
Date From CSv
Date To
Screenshot of the Time Entry Audit Query Page
V_TA_TIME_ENTRY_AUDIT - Time Entry Audit Query
Business Unit 50100 QY
Empd 1D | ]
Date From [11/01/2018 |3
Dale To (013172020 |
[ View Resuls |
Deranload resulls m 0 Excel SpreadSheet  CSV Texd File XML File (27 kb)
View Al First 1-83 of 83 Last
Row EmployeeID  Daily Date  Audit Action Avdit Time Audit Cprid Reported Status TRC  Hewrs  Account Code Last Modified Time
1 1100172019 A 110172019 3:03:35PM sV RGS 5000000 000427876 11012019 3:03:35PM
2 1o20e 110172099 2.03:40PM sV RGS 5.000000 DOO4ZTETS 1102018 3.03.35FPM
3 110172018 X 110172099 3.03:40PM 58 RGS 5.000000 DOO42TETS 11012019 3.03:40FM
4 11042019 A 11052019 8:12:0%80 5V RGS 8000000 DOO422507  11/05201% 812.034M
5 11/04/2019 C 1112/2019 719,095 sV RGS 8000000 000422807  11/052019 8:12.038M
G 110472019 X THI2I2019 7180050 58 RGS 8000000 000422507 TI2201% 7180940
T 11052019 A 100772019 &40:41AM s RGS 8.000000 000428642  110F2019 8404280
g 11052019 C 111272019 7:19:00AM sV RGS 8.000000 000428842 110072019 B:40-42aM
9 110572019 X THI2/2099 7:19:005M 58 RGS 8.000000 DI0428E42 11122018 7150900
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Weekly Submitted Hours Query (V_TA TLAM_WKLY_HRS)
REVISED: 04/01/2017

DESCRIPTION:
This query displays the hours submitted in a work week and is used for monitoring purposes.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >
V_TA TLAM_WKLY_HRS

INPUT / SEARCH CRITERIA: OUTPUT FORMAT:
Business Unit HTML

Location (% for all) Excel

Department ID (% for all) Csv

Employee ID (% for all)
Monday Start Date
Sunday End Date

Screenshot of the Weekly Submitted Hours Query Page

V_TA_TLAM WHKLY_HRS - Weekly Submitted Hours

Business Unit F0100_|Q

Location (% for all) % Q,
Department 1D {% Tor all) (10081 a,
Empioyee 1D {% Tor all) % Q

Monday Starl Date 121152019 iy
Sunday End Date 1212212019 |[§j
| wiew Results |

Downioad resulis in - Excel SpreadShesl C3V Text File  XMLFile (3 kb)

Wiew All Firsl 1-10ef 10 Last
How Employee Nama Employee 1D Location Deprariment Supervisor Name Supervisor 1D Waekgroup Weekly Howrs
1 COE, JOHN 10 10031 DOE, JOHM VDOTEXTPEE 40.000:000
2 DOE, JOHN 10 10031 DOE, JOHM WVOOTEXTPBS 40.000:000
3 DOE, JOHN 10 10081 DOE, JOHM VAREXTFBS 40.000:000
4 DOE., JOHN i0 10031 DOE, JOHM VDOTEXTPES 40.000:000
3 DOE, JOHM 10 o031 DOE, JOHMN VROTHONEXH 40.000000
-3 DOE, JOHN 10 10031 DOE, JOHM VRDOTEXTPES 40000000
7 DOE, JOHN 10 10031 DOE, JOHM VDOTEXTREE 40.000000
a DOE, JOHN 10 10081 DOE, JOHM VDOTEXTRES 40.000:000
9 DOE, JOHN 10 10081 DOE, JOHM YDOTEXTPES 40.000000
10 DOE, JOHN 10 10031 DOE, JOHM YDOTEXTPES 40.000:000
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Time Reporting Exceptions Query

(V_TA_TIME_REPORTING_EXCEPTIONS)

REVISED: 03/28/2017

DESCRIPTION:

This query displays Time Reporting exceptions by Location or Department.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >

V_TA_TIME_REPORTING_EXCEPTIONS

INPUT / SEARCH CRITERIA:
Business Unit

Location (% for all)

Dept ID (% for all)

Exception From DUR
Exception Through DUR

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Time Reporting Exceptions Query Page

V_TA TIME REPORTING EXCEPTIONS - Time Reporting Exceptions

Business Unit 50100 |Cy
Location (% for all) [3% [« }
Dept 1D (% for all) [10055 Q
Exception From DUR 127152019 |[W
Exception Through DUR |02/01/2020 |[3)
| View Resuits |

Download results in : Excel SpreadSheet CSW Text File XML File {6 kb)

View All First 1-10 of 10 Last
Row Empl ID Name Location Dept ID ‘Workgroup DUR Severity Status Exception ID Deseription Quantity or TRC Action DateTime
1 DOE, JOHN 10 10055 VDOTHRLY 12M16/2019 M Unresolved V_OVTG40 Overtime rule 45 12/20/2019 4:17:49PM
2 DOE, JOHN 10 10055 VDOTHRLY 1216/2019 M Unresolved V_OVTG4D Overtime rule 45 12/20/2019 4:17:49PM
3 DOE, JOHN 10 10055 VDOTHRLY 121712018 M Unresolved V_OVTG40 Overtime rule 45 12/20/2019 4:17:49PM
4 DOE, JOHN 10 10055 VDOTHRLY 1211812019 M Unresolved V_OVTG4D Overtime rule 45 12/20/2019 4:17:49PM
B DOE, JOHN 10 10055 VDOTHRLY 121812018 M Unresolved V_OVTG40 Overtime rule 45 12/20/2019 4:17:49PM
[ DOE, JOHN 10 10055 VDOTHRLY 12/19/2019 M Unresolved V_OVTG4D Overtime rule 45 12/20/2019 4:17:49PM
7 DOE, JOHH 10 10055 VDOTHRLY 12/19/2019 M Unresolved V_OVTG4D Overtime rule 45 12/20/2019 4:17:49PM
3 DOE, JOHN 10 10055 VDOTHRLY 12/19/2019 M Unresolved V_OVTG4D Overtime rule 45 12/20/2019 4:17:49PM
a DOE, JOHH 10 10055 VDOTHRLY 12/19/2019 M Unresolved V_OVTG4D Overtime rule 45 12/20/2019 4:17:49PM
10 DOE, JOHN 10 10055 VDOTHRLY 12/2012019 M Unresolved V_OVTG4D Overtime rule 45 12/20/2019 4:17:49PM
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Workflow Setup Issues Query (V_TA WORKFLOW_SETUP_ISSUES)

REVISED: 04/01/2017

DESCRIPTION:

This query displays various setup issues that may cause workflow problems, including employees
reporting to vacant positions, employees missing reports to positions, approvers missing the approver
role, employees with EMPLIDs not assigned to User IDs, approvers with EMPLIDs not assigned to
User IDs, and multiple active approvers sharing positions.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Reporting Tools > Query > Query Viewer >

V_TA_WORKFLOW_SETUP_ISSUES

INPUT / SEARCH CRITERIA:

Business Unit
Location (% for all)

OUTPUT FORMAT:

HTML
Excel
Csv

Screenshot of the Workflow Setup Issues Query Page

V_TA_WORKFLOW_SETUP_ISSUES - Workflow Setup Issues

Busingss Unit 50100 Q.
Location (% for all) [ o,
| view Resuns |
Download resullts in @ Excel SpreadSheet CSW TextFile XML File (29 kb)
View All

First 1-90 0790 Last

Row Mw:%irs T‘-'DE?;;I;E Manager’s ID Manager's Position Employea’s Location Employee’s ID Employee's Position Issue Description

1 DOE, JOHN 10 01810 10 oshar APPROVER MISSING APPROVER ROLE

2 DOE, JOHN 10 01510 10 2211 APPROVER MISSING APPROVER ROLE

3 DOE, JOHM 10 05849 10 23703 APPROVER MISSING APPROVER ROLE

4 DOE, JOHN 10 01163 10 20213 APPROVER MISSING APPROVER ROLE

8 DOE, JOHM 7 05584 17 22095 AFPFROVER MISSING APPROVER ROLE

5 DOE, JOHN 17 05584 17 06623 APPROVER MISSING APPROVER ROLE

7 DOE, JOHM 17 15527 17 oMTT AFPROVER MISSING AFFROVER ROLE

[ 12 E2476 EMPLOYEE MISSING REPORTS TO POSITION
9 12 H2701 EMPLOYEE MISSING REPORTS TO POSITION
10 12 E2477 EMPLOYEE MISSING REFORTS TO POSITION
11 12 E2479 EMPLOYEE MISSING REPORTS TO POSITION
12 12 E2471 EMPLOYEE MISSING REPORTS TO POSITION
13 05877 10 HOo0zZE EMPLOYEE REFORTS TO VACANT POSITION
14 05877 10 1 08518 EMPLOYEE REFORTS TO VACANT POSITION
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Time and Attendance Reports

<This page is intended to be blank>
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CIPPS Exception Report (RTA027)
REVISED: 03/28/2017

DESCRIPTION:

This report provides a list of discrepancies and issues associated with the validation of the Expanded
Current Earnings (ECE) file against Cardinal data. The report can be used to identify and make payroll
corrections as needed.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > CIPPS Exception Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF
Pay Run ID CsVv

Screenshot of the CIPPS Exception Report Run Control Page

Favorites - Main Menu ~ » Time and Labor~ > Repors~ : CIPPS Exceplion Report

CIPPS Exception Report

Run Control I CIPPS_Exception Report Manager Process Monitor . Run

Run Conrol Parameters

*Business Unit [50100 | VDOT Business Unit

*Pay Run ID |SMRG242019 |

[i{]5ave ||[oh Return to Search [=] Motify [} Add JE Update/Display
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Cardinal

Screenshot of the RTA027 CIPPS Exception Report

Commonwealth of Virginia
L
LM BT O L CIPPS EXCEPTION REPORT Run Date: 03/12/2020
Report ID: RTA027 Fun Time: 03:21 00
Page No. 1 of 772
Business Unit: 50100
Pay Run ID: EMRG242010
Pay End CTPPS CIPPS

EMPLID/SSN Name Department Date Pay Codes Location Company Sent Hrs Received Hrs Amount EBrzor Message
DOE, JOHN 14021 12/10/2018 OFL 14 8.00 Reported time only existe in Cardinal with no correspeondiy
DOE, JOHN 14021 12/11/2018 OFL 14 8.00 Reported time only exists in Cardinal with no correspondiy
DCE, JCHN 14021 12/12/2018 OCFL 14 8.00 Reported time only exists in Cardinal with no correspondiy
DOE, JOHN 14021 12/12/2018 OFL 14 8.00 Reported time only existe in Cardinal with no correspeondiy
DOE, JOHN 14021 12/16/2018 OFL 14 8.00 Reported time only exists in Cardinal with no correspondiy
DCE, JCOHN 14021 12/17/2018 OCFL 14 8.00 Reported time only exists in Cardinal with no correspondiy
DOE, JOHN 14021 12/18/2018 OFL 14 8.00 Reported time only existe in Cardinal with no correspeondiy
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Employee Leave Report (VTARO0010)

REVISED: 01/24/2020

DESCRIPTION:

This report provides summary and detailed leave balance information (absences accrued/taken by an
employee) and related detail transactions (if selected) for individual employees, a designated
organization unit, or designated group of organization units such as District-wide or Residency-wide.
The report can be used by employees to monitor leave balances as well as supervisors in managing
employee leave activity.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report Execution > TA Reports
> Employee Leave

Absence Management Administration
Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Management > Absence and
Payroll Processing > Reports > Employee Leave

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Set ID PDF

Business Unit Csv

Department / Node Only [checkbox]

Empl ID

Pay Period End Date (can only run for a finalized
pay period end date — either most recent finalized
or past period)

Detail Transactions [checkbox]

ADDITIONAL INFORMATION:

Leave types included in the summary section include all types that have had any activity from the
beginning of the Leave Year through the Pay Period End Date, as specified in the run control
parameters. At a minimum, this includes leave types that accrue (e.g., vacation and sick).
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Screenshot of the Employee Leave Report Run Control Page

Favorites » ‘ Main Menu

Employee Leave

Run Control ID EMPLOYEE_LEAVE_RPT

*SetID

*Business Unit

Department

Empl ID

Employee Leave Report

Report Request Parameters

50100 |Q
50100 |Qy
10055 Q

Q

*Pay Period End Date [12/24/2019 |CQ

> myCardinal HCM » > HCM Report Execution + > TARepors » >

Report Manager

[ Node Only

[ Detail Transactions

Employee Leave

Process Monitor Run

= - & =i = E
= save = | Motify |4 Add 2| Update/Display
Commonwealth of Virginia
=arzd }
e L L EMPLOYEE LEAVE REPORT Fun Date: 02/06/20Z0
Report ID: VTAR0010 Bun Time: 02:56 00
Page No. 1 of 66

Letid E0100
Business Unit 50100 VDOT Business Unit
Department Id 10055 Construction Division
Employee Id H DOE, JOHN Current Vacaticn Accrual Rate : 9
Pay Pericd End Date : 24-DEC-2019 Leave Eligibility Date 06/10/1979
Leave Leave Balance Earned Taken ADJ Denated Current Maximum
Type Descr Forward Y-T-D Y-T-D X-T-D Y¥.T-D Balance Allowsble
CEL Velunteer Cervice Leave o.o00 15.00 o.o00 Q.00 0.00 16.00 0.00
DEK Converted Disability Credits 9E4.00 Q.00 0.00 0.00 0.00 964.00 0.00
PER VEDP Perscnal Leave o.o00 40.00 30.00 Q.00 0.00 10.00 0.00
fniz) VEDP Gick Leave 0.00 80.00 38.00 0.00 0.00 42.00 0.00
WVAC Vacaticn 224.50 207.00 198.00 Q.00 0.00 233.50 43z.00

Hotea:

Balance Forward hours reflect DHEM Policy 4.10 Annual Leave change effective Dec, 2013,

(12/25 - 01/09).

Data shown reprssents the single leave year associated with the pay period end date selected above.

Maximum Carryover Allowable plus the accrusl for the final leawve period
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Screenshot of the Employee Leave Report Run Control Page with Detail Transactions Selected

Favorites = ‘ Main Menu + > myCardinal HCM ~ > HCM Report Execution ~ > TARepors~ > Employee Leave

Employee Leave -

Employee Leave Report

Run Control ID EMPLOYEE_LEAVE_RPT Report Manager ~ Process Monitor Run

Report Request Parameters

*SetlD 50100 |Q
*Business Unit 50100 |Q
Department 10055 Q [INode Only
Empl ID
“Pay Period End Date 12/24/2019 |G i/l Detail Transactions
|[G]save ||[ch Retumto Search | |=] Notify | [Es Ada || Z update/isplay

Screenshot of the VTAR0010 Employee Leave Report with Detail Transactions

3 Commonwealth of Virginia
A

e EMPLOYEE LEAVE REPORT Fun Date: 02/06/2020
Report ID: VTARQO1Q Bun Time: 03:08 00
Page No. 1 of 145
Setid 3 50100
Business Unit H 50100 VDOT Business Unit
Department Id 1 10055 Construction Division

Screenshot of the VTAR0010 Employee Leave Report with Detail Transactions (continued)

Page Ho. &7 of 145
Exploves Legve Takes, Feap s Taks,
Leave Laswe Loave Leave Pay Pezicd Wack Comp
DO, JOHN 13955 Cesarruccien Divisien £op cop WSO Sick Leave DLFLS/2010 SLS2ES200Y Bl
DOE, Joid 19055 Cocatructico Diwimicn S WEDP Sick Lesve DLFI0S2019 SBF24/2015 10,00
DB, JoHN 19455 Cosarruceien Divisien £op cop WSO fick Leave DLFRS/2010 SLS2472000 L]
DOE, JoHd 19055 Cocatructico Diwimicn S WEDP Sick Lesve D1FI0/2019 O24/2015 188
DOE, JOHN 190955 Qecarzuctica Divisicn FEE PER YEDP Peracaal laave BIFEGS2019 SLS234F200% -
Doz, JOibi 0035 Comatructicn Ddwisicn = aoP VEDR Sick Leawve D1FLG/ 2018 SU/24/200% B
DOE, JOHN 19955 Cecsrructicn Division KIM JRY Juzy Duty DLFASY201D QU 2472005 - -]
DoE, JOiDd 100353 Cocatruction Ddwimion EIR S0P WEOR Sick Lesve D1F13/201% O8/2472015 B
DOE, JOHN 19958 Cemarrueticn Division VRD WAl Vacatien DLFRES2010 Q2472015 r N -]
DaE, JOiod 10055 Comat - VRE WA Vacabicz D1F8/2019 O f24/2015 1.8
DOE, JOHN 19058 VRD WAl Vacatien DLFRRS2019 Q82472015 b -]
Do, JOioE 10055 PER  DER VEDP Parmcnal Laava D1F3/2019 O 2472015 100
DO, JoHd 18458 VRD WAl Wacatien DLFRES2019 S8/247201% B
DoE, Joiod 1tass a9 sop VEOP Sick Leswve D1f18,/2019 S8f24)/201% B
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Screenshot of the VTAR0010 Employee Leave Report with Detail Transactions (continued)

Leave Dur. Hrs will be reflected once the request is procsssed.

Employee Laave Takes ssction and in the cutstanding Leave rsquests sectiom of the report.

Emp Emp Dept Dept Leave Leave From To Leave Leave
panj Hame D Descr Iype Reason Date Date Dur.Hrs Reg Ent.
DOE, JCHN 10055 Construction Divisio CSL School Assistance 01/09/2020 0L/09,/2020 4.00 Employes
DOE, JOHN 10055 Construction Divisic VAC Vacation 01/09/2020 01/09/2020 1.00 Employes
DOE, JCHN 10055 Construction Divisic VAC Vacation 01/06/2020 0Lf09/20Z0 3z.00 Manager
DOE, JOHN 10055 Comstruction Divisic VAC Vacation 01/09/2020 01/09/2020 8.00 Employes
Notes: BAbaence requests that cross pay pericds may result in the related leave take transacticns appearing in both the

Leave Dur. Hrs. for Absence Requests created/modified by Admin may not reflect the appropriate duration in this section.

Page No.

Work Workflow

Comp.Clm Status
Approved
Approved
Approved
Approved

of 145

Forecast
Eligibility
ELIGIBLE
ELIGIBELE
ELIGIBELE
ELIGIBLE
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Hourly Employee Tracking Report (RTA005)
REVISED: 03/28/2017

DESCRIPTION:

This report provides hours worked information for hourly employees. The report can be used to track
employees approaching the hours limit on their contract and/or approaching the end of their contract
period. The report is typically run for a contract year or beginning of current contract year through
current period.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report Execution > TA Reports

> Hourly Employee Tracking

Time Administration
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > Hourly Employee Tracking

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit PDF

From Date CSsv

To Date

Set ID

Department

Screenshot of the Hourly Employee Tracking Report - Run Control Page

Favorites « Main Menu « > myCardinal HCM ~ > HCM Report Execution~ > TAReporis~ > Hourly Employee Tracking
Hourly Employee Tracking

Run Control ID Hourly_tracking_report Report Manager  Process Monitor | Run

Run Control Parameters

*Business Unit 50100 |Q
*From Date (05/01/2019 |51
*To Date 04/30/2020 |z

*Set ID (50100 |Q

*Department 912000 Q

[F]Save ||[=] Notify [C4 Add || 7] Update/Display
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Screenshot of the RTA005 Hourly Employee Tracking Report

Report ID: ETADDS

Commoowsalth of Virgioia

HOOBLY EMPLOYEE TRACZIRC

Fuan Datae: 0371572020
Fao Time: Lo:1l6 00

EBusinass Unit:
From Datas

To Date:
Eatid:
Dapartmant:

I
B

Enplid

BEREREEfREEEEEERRRRERfEEEEREREEE

JOHN
JOHN
JOEH
JOEH
JOEH
JOEH
JOEH
JOHN
JOHN
JOEH
JOEH
JOHN
JOEH
JOEH
JOHN
JOHN
JOHN
JOHN
JOHN
JOEH
JOEH

JOEH
JOHN
JOHN

JOEH
JOHN

JOEH
JOHN
JOHN

50100
05/01/2019
04/30/2020
50100
512000

Positionf Location

WIOT Busglnass Unit

YVDOT EatID
Ealem District Wida

H2E41
H2EE1
H2E33
H2133
HREEY
H2EES
EZq04
H2638
H2E42
HZE42
HREEE
H2114
H2EEL
H21Z4
H2656
H2562
H2EEE
E2034
H2109
H2EL4
H2EL4
H262Z3
H2113
E2019
H2T02
H21ZE
H2138
H212Z5
H2E30
H2ET4
H2140
H2143
H2EE2

12
12
12
12
12
12
12
12
12
12
12
12
12
12

Contract Approved Ramalning Contrac Conktract

Departmant Eours Hours Bours Start Dmte End Date

12004 1400.00 54 .00 44600 asfo1/201% 0&/30/2020
1zo0& 342.50 1057.50 asfo1/201s 0473042020
1zo0e 235,00 05/01/201% 04430/2020
1zo0e 5I7.50 05/01/201% 04430/2020
1zo0e 2E1.10 05/01/201% 04430/2020
1zo0s 1400.00 £43 .50 05/01/201% 04/30/z020
1zo0s 1400.00 o.o0 05/01/201% 04430/2020
12009 1400.00 368.00 asfo1/201% 0&/30/2020
12011 1400.00 63.00 asfo1/201% 0&/30/2020
1z011 1400.00 361,00 05/01/201% 04430/2020
1zo1z 1400.00 1056 .00 QE/01/20L5 04/30/2020
12013 1400.00 16.00 asfo1/201% 0&/30/2020
1z01s 1400.00 436 .00 05/01/201% 04430/2020
1z017 1400.00 1000, 00 05/01/201% 04430/2020
12017 1400.00 &15.00 asfo1/201% 0&/30/2020
12019 890.30 asfo1/201% 0&/30/2020
12020 1400.00 1264 .60 asfo1/201% 0&/30/2020
12021 1400.00 o.00 asfo1/201% 0&/30/2020
12022 1400.00 864.00 asfo1/201% 0&/30/2020
1z02z2 1400.00 ED.50 05/01/201% 04430/2020
1z02z2 1400.00 468 .50 05/01/201% 04430/2020
1z025 546.00 05/01/201% 04/30/z020
1z02e 1350 05/01/201% 04430/2020
12026 Z0.00 asfo1/201% 0&/30/2020
12026 ED.00 asfo1/201% 0&/30/2020
1z028 2I2.10 05/01/201% 04430/2020
1z028 EED.50 05/01/201% 04430/2020
12023 172.00 asfo1/201% 0&/30/2020
1z028 573,30 05/01/201% 04430/2020
1z028 BLE.ZD 05/01/201% 04430/2020
12029 1157.50 asfo1/201% 0&/30/2020
12029 1141.00 asfo1/201% 0&/30/2020
1z023 BEL .50 Q5/01/2015 0473042020
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) H X ) N
) H X ) N
N N X N N
N N X N N
¥ N X N N
N N X N N
N N X N N
) H X ) N
) H X ) N
R H X R N
) H X ) N
N N X N N
N N X N N
) H X ) N
) H X ) N
N N X N N
) H X ) N
) H X ) N
¥ N X N N
¥ N X N N
) " X ) N

mumm=E o

HEEEE SRR SN s N

LR ]

Y]

B

E

"

Rev 04/13/2020

Page 55 of 79




/y Cardinal

Payable Status Report (TLOO01)
REVISED: 03/28/2017

DESCRIPTION:
This report provides details of Payable Time (including Time Reporting Code (TRC), hours, and
payable status) entered each day for a one-week period by employee or Workgroup

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report Execution > TA Reports
> Payable Status Report

Time Administration
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > Payable Status

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Description PDF
From Date CsVv
Through Date TXT

Select Payable Status [checkboxes]
Online Estimate
Estimated

Needs Approval
Pushed Back
Approved

Denied

Sent to Payroll
Taken by Payroll
Rejected by Payroll
Check Reversed
No Pay

Distributed

Diluted

Closed

Ignore

Employees to Process
Empl ID

Group ID

Empl Record

Include or Exclude
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Screenshot of the Payable Status Report Run Control Page

Favorites + ‘ Main Menu +

Payable Status

Run Control Parameters

> Time and Labor+ >

Run Control ID Payable_Status

*Description Reports_Catalog

Select Payable Status

*From Date [12/07/2019 El
*Through Date | 01/11/2020 [51)

Reporis v » Payable Status

Report Manager

Process Monitor

Run

L] Estimated [ sent to Payroll [ Distributed

(I Needs Approval L] Taken by Payroll [ piluted

[ Pushed Back Ol Rejected by Payroll

Wl Approved [l check Reversed Llclosed

[ penied [ No Pay [ignore

Employees To Process Personalize | Find | View All | £ | B First ‘1" 10of1 '} Last

Group ID
MDOTHRL x| Q@ [+ [=]
|[Flsave ||=] Notify | \[h Add || 5] Update/Display |
Screenshot of the TLOO1 Payable Status Report
Pecplabodt
Regarz 10 TLOOY Payable States Bepoat Tage Mz, 1
For the poricd o 12/37/201% choomgh 01/11/2029 Bun Date 32/0&/2024
Payable acacusdes] salactsd e Bun Tiea LG.47.54
Beployes Eoployes  Ducs Under Payakle Payabls Resson Ties Fptg TRO ™o
Haca hi=) Faccrdd Baport Eratum Code Coda Dascripticn Ty Quamtdity
SO0 DOE o 12509 1018 Approwvsd otre Fagzler Earnings - Hourly | =1 B.0DI00Y
JoE DGR b AR SIOIR Apprasied Ry Fagalar Bammings - Hourly Foata 1002003
JOMN DOE o 2710 /7101% Approwved -t Ragzlar Earnings - Hourly | - =1 1002003
SO DOR B BAFELSIOIR Appraiind Ry Fagalar Bammings - Hourly Fosata B.ODIA0Y
JOMN DOE o 2N 1101 Approwved B Ragzlar Earnings - Hourly Rozra B-0DIO0Y
SO DGR & FERFEREHE Apprasind A Fegalar Bamnings - Hourly Fosata B.ODRA0Y
J0MN DOE D RN FI01E Jpproved -t Ragzlar Rarnings - Hourly Rozra R-0DIO0Y
S DR & FERFRREHE Agproied A Fegalar Barnings = Hourly Faosats B ODRa0d
J0MM DOR D 2SS0 Jpproved B Esgular Rarnings - Hourly Rozra R-0D200Y
S DB & FERHL R HE Agpreid A Fegilar Barnings = Hourldy Bvats B ODRa0d
J0MM DOR o A0S 101% Approved B Regelar BEarninge - Hourly | 1 R-OD200Y
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PMIS Error Report (RTA650)
REVISED: 03/28/2017

DESCRIPTION:

This report provides a list of errors that occurred during Personnel Management Information System
(PMIS) Profile and PMIS Position file uploads for the given Business Unit, date range, and employee

type (Salaried or Hourly). The report can be used to identify and correct errors.

NAVIGATION PATH:

Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > PMIS Error Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Business Unit Csv

Employee Type (Salaried, Hourly)

Review Status (Reviewed, Not Reviewed, Both)

Date From

Date To

Screenshot of the PMIS Error Report Run Control Page

Favorites v i Main Menu v > Timeand Laborv > Reportsv > PMIS Eror Report

| PMIS Error Report

Run Control ID PMIS_Eror_Rpt Report Manager ~ Process Monitor

Report Request Parameters

*Business Unit 50100 |Q
Employee Type Review Status

@® salaried O Hourly O Reviewed

Date Parameters
O Not Reviewed

Date From |12/01/2019 |

w
b2

® Both
Date To  |[12/31/2019 |5

|Z]save ||[ah Returnto Search | |4] Previous in List =] NextinList ||E] Notify

Run

“% Add F5] Update/Display
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Screenshot of the RTA650 PMIS Position Error Report

A B C D H F G H I J K L M N o]

Commonwealth of Virgina

PMIS Paosition Error report

Process Instance: 1322414

Run Date: 03,/05/2020

Report 1D : RTAG50

Business Unit: 50100

Date Range: 01-APR-2015 to 02-APR-2015
Employee Type: S

Review Status: Both

W~ oUW e

=
[RE=)

Reviewed Location Position Run Date Effective Date PMIS Date Fields Old PMIS ' New PMIS Error Type Error Description
12 [N 19 19225 1-Apr-15 31-Mar-15 31-MAR-2015-13.31.35.000000 N No changes in data from existing Cardinal values

Screenshot of the RTA650 PMIS Profile Error Report

A B c D E F G H 1 J K L M N [o] P
1 |Commonwealth of Virgina
2 |PMIS Profile Error report
3 |Process Instance: 1322414
4 |Run Date: 03/05,/2020
5 |ReportID : RTAGS0
6 |Business Unit: 50100
7 |Date Range: 01-APR-2015 to 02-APR-2015
8 |Employee Type: 5
9 |Review Status: Both
10
11 Reviewed Location Emplid | Run Date Effective Date PMIS Date Fields Old PMIS ' Mew PMIS Error Type Error Description
12 |N 10 2-Apr-15 25-Mar-15 01-APR-2015-09.07.37.000000 w Mo change in Personal Data
13 |N 10 1-Apr-15 16-Feb-15 31-MAR-2015-15.38.51.000000 N Mo change in Data
14 /N 10 1-Apr-15 25-Mar-15 31-MAR-2015-09.14.55.000000 N Mo change in Data
15 N 10 1-Apr-15 29-Jan-15 31-MAR-2015-15.28.21.000000 E Invalid EFFDT - EFFDT received is less than existing Max{EFFDT)
16 (N 10 1-Apr-15 20-Feb-15 31-MAR-2015-15.41.35.000000 W Mo change in Personal Data
17 |N 10 2-Apr-15 25-Mar-15 01-APR-2015-08.53.18.000000 w Mo change in Personal Data
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Potential Vacation Leave Forfeiture Report (RTA012)
REVISED: 03/28/2017

DESCRIPTION:

This report provides projected vacation leave information within a predefined timeframe, including
projected accruals and potential loss. The report can be requested for individual employees, designated
organization unit, or designated group of organization units such as District-wide or Residency-wide.
The report can be used by employees, supervisors, and timekeepers to help determine if individual
employees might forfeit hours at leave year-end if the projected balances are in excess of the carryover
maximum.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report Execution > TA Reports
> Potential Leave Forfeiture

Absence Management Administration
Cardinal FIN > Cardinal HCM > Main Menu > Global Payroll & Absence Mgmt > Absence and Payroll
Processing > Reports > Potential Leave Forfeiture

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Set ID PDF

Business Unit Csv

Pay Period End Date

Employee ID

Department / Node Only [checkbox]
ADDITIONAL INFORMATION:

The report must be run for a future pay period end date to project the vacation balance. Typically, this
is the leave year end date and should not be a date beyond the current leave year end date.
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Screenshot of the Potential Vacation Leave Forfeiture Report - Run Control Page

Potential Leave Forfeiture

*SetlD

Potential Vacation Leave Forfeiture Report
Run Control ID POTENTIAL_VAC_LEAVE FORFEITURE Report Manager

Report Request Paramters

50100 |Q

*Business Unit 50100 |Q
“Pay Period End Date 01/09/2020 |[3{)
Employee ID

Department ftoo0o x|Q U Node Only

Favorites v | Main Menu « > Global Payroll & Absence Mgmt~ > Absence and Payroll Processing~ > Reporis «

Process Monitor Run

|Ck Add

|| #1 Update/Display

» Potential Leave Forfeiture

Screenshot of the RTA012 Potential Vacation Leave Forfeiture Report

——— S
AN et L

Report ID: RTAOD1Z

Commonwealth of Virginia

POTENTIAL VACATION LEAVE FORFEITURE REPORT

Run Date: 02/06/2020
Run Time: 04:18 00

Zet ID: 50100 : VDOT 2etID

Business Unit: 50100 : VDOT Business Unit

Department ID: 10000 : All Central Office Orgs

Employee ID:

Fay Pericd End Date:

wode cnly: 5

Department Emploves Name Current Balance

10001 DOE, JOHN 263.10

10001 DOE, JOHN 119.00

10001 DOE, JOHN 493.50

10001 DOE, JOHN 468.50

10001 DOE, JOHN 211.95

10001 DOE, JOHN 381.00

10001 DOE, JOHN 0.00

10001 DOE, JOHN 437.00

10001 DOE, JOHEN 347.50
DOE, JOHN 200.00
DOE, JOHN 351.30
DOE, JOHN 208.60
DOE, JOHN 246.50
DOE, JOHN 270.00
DOE, JOHN 85.00
DOE, JOHN 336.50
DOE, JOHEN 301.50
DOE, JOHN 358.00
DOE, JOHN 1.80
DOE, JOHN 462.50
DOE, JOHN 49.60
DOE, JOHN 618.00
DOE, JOHN 100.00
DOE, JOHN 19.50
DOE, JOHEN 541.00
DOE, JOHN 436.95
DOE, JOHN 52.30
DOE, JOHN 437.50
DOE, JOHN 410.30
DOE, JOHN 95.00
DOE, JOHN 4B4.00
DOE, JOHN 16.50
DOE, JOHEN 121.50
DOE, JOHN 324,75
DOE, JOHN 54.25

OEEC O YN EY VSN R G AN O S EEE 0N 08 Ya

Futurs Accruals

Page No. 1 of 31

Hrs in Excess

Future Accrual Maximum of Maximum
Ealance Carry Forwsrd Carry Forward
272.10 4a1.o00 0.00
125.00 441.00 0.00
502.50 aal.oo 61.50
477.50 4a1.00 36.50
211.95 441.00 0.00
330.00 4a1.00 0.00
0.o0 343.00 0.00
445.00 292.00 53.00
355.50 392,00 0.00
208.00 3192.00 0.00
358.30 343.00 15.30
215.60 343.00 0.00
252.50 294.00 0.00
275.00 245.00 30.00
B3.00 196.00 0.00
345.50 441.00 0.00
310.50 4a1.00 0.00
367.00 441.00 0.00
1.80 aal.oo 0.00
471.50 4a1.00 30.50
56.60 243.00 0.00
627.00 4a1.oo 186.00
109.00 4a1.00 0.00
28.50 441.00 0.00
550.00 4a1.00 109.00
44595 441.00 4.35
61.90 aal.oo 0.00
446.50 4a1.00 5.50
419.30 441.00 0.00
104.00 4a1.oo 0.00
49300 4a1.00 52.00
23.50 243.00 0.00
129.50 3192.00 0.00
332.75 3192.00 0.00
62.25 319z.00 0.00
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Scheduled Hours Report (TLO04)

REVISED: 03/28/2017

DESCRIPTION:

This report provides information about a time reporter’s scheduled time, including details such as

duration of work hours for employees.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > Scheduled Hours

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Start Date PDF

End Date Csv

Empl ID XLS

Empl Record

Include or Exclude

Screenshot of the Scheduled Hours Report - Run Control Page

Favorites - | IMain Menu « » Time and Labor+ > Reporis+ > Scheduled Hours
Scheduled Hours
Run Control ID SCHEDULED-HOURS Report Manager Process Monitor eI
Language | English W
Run Control Parameters
*Start Date |12/01/2019 11,
*End Date |12/3172019 [54)
Employees To Process Personalize | Find | View All | L?'| = First ‘4" 10f1 '" Last
Empl ID Mame Empl Record *Include or Exclude
% |Q JOHN DOE 0/ [Include v [#[=]
[Flsave ||=] Notify Ch Add |[ 7] Update/Display
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Screenshot of the TLO04 Scheduled Hours Report

Report ID: TLOOZ
Schedules From 12/01/2019  through

/ 0 DOE, JOHN

Elapsed Schedule
Date Work Hours

12/01/2019 OFFDRY
12/02/2019 £.000000
12/03/2019 £.000000
12/04/2019 £.000000
12/05/2019 £.000000
12/06/2019 £.000000
12/07/2019 OFFDRY
12/08/2019 OFFDRY
12/09/2019 £.000000
12/10/2019 £.000000
12/11/2019 £.000000
12/12/2019 5.000000
12/13/2019 5.000000
12/14/2019 OFFDAY
12/15/2019 OFFDRY
12/16/2019 8.000000
12/17/2019 8.000000
12/18/2019 8.000000
12/19/2019 8.000000
12/20/2019 8.000000
12/21/2019 OFFDRY
12/22/2019 OFFDRY
12/23/2019 8.000000
12/24/2019 8.000000
12/25/2019 8.000000
12/26/2019 8.000000
12/27/2019 8.000000
12/28/2019 OFFORY
12/29/2019 OFFDRY
12/30/2019 8.000000
12/31/2019 8.000000

12/31/2019

Scheduled Hours Report

Transport Operaticns Mgr IIT

-- Punch Schedule -

Punch Type

Time

Schedule In

Schedule Out

Pags No. 1
Run Date 02/06/2020
Run Time 16:24:03

Flex Schedule  =—-----emm e e
Core Start Core End Work Hours
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Summary of Productive Hours Report (RTA030)
REVISED: 03/28/2017

DESCRIPTION:
This report provides reported hours worked by Org and/or Employee and the related Time Reporting
Code (TRC). The report can be used to analyze the use of TRCs by Org and/or Employees.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report Execution > TA Reports
> Summary of Prod. Hours Report

Time Administration
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > Summary of Prod Hours
Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Set ID Csv

Business Unit

Department / Node Only [checkbox]

Empl ID / Employee Detail [checkbox]

Pay Period Begin Date

Pay Period End Date

Employee Type (Excep Hrly, Hourly, Not Appl.,

Salaried)

Screenshot of the Summary of Productive Hours Report - Run Control Page

Favorites v ‘ Main Menu » > Time and Labor~ > Reporis» > Summary of Prod. Hours Report

Summary of Productive Hours |

Run Control ID Summary_Prod_Hours Report Manager  Process Monitor i, Run

*Set ID|50100 |Q
*Business Unit 50100 Q
Department [10003 Q. [INode Only
Empl ID Employee Detail
*Pay Period Begin Date 12/25/2019 |31

*Pay Period End Date |01/09/2020 |31

*Employee Type

[FISave ||=]Notify | T+ Add || Update/Display
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Screenshot of the RTA030 Summary of Productive Hours Report

| A

1 |Commonwealth of Virginia

2 |SUMMAR\' OF PRODUCTIVE HOURS

3 |Report 1D: RTAD30

4 |Page No.1

=) |Bu5iness Unit:

& |setid:

7 |Depar‘tment:

8 | Mode Only:

9 |Empluvee 1D:

10 |Pav Pericd Begin Date:

11 |Pay Period End Date:

12 | Employee Type:

13 |Emplnvee Detail:

14 |org.

15 |10003 - Administrative Services

16 |IODDS - Administrative Services

17 |IODDS - Administrative Services

18 |IODDS - Administrative Services

19 |10141 - Admin Serv - Field Procurement
20 |10141 - Admin Serv - Field Procurement
2110141 - Admin Serv - Field Procurement

Run Date: 02,/07/2020
Run Time: 09:11 00
of 1
50100 VDOT Business Unit
50100 VDOT SetlD
10003 Administrative Services

N

5

Y

Name v} Role Type ERG RGH
DOE, JOHN 19152 5 o
DOE, JOHN 19215 5 o
DOE, JOHN 19156 5 o
DOE, JOHN 19221 5 o
DOE, JOHN 19152 5 [t]
DOE, JOHN 191558 )
DOE, JOHN 19151 8 0

0000000

RGS RIW RSW COE COH

32
8
o

27
o
o
0

ooooooo

oo ooooo

ooooooo

0000000

COP EO1 EQZ

ooooooo

0000000

ooooooo

E51

ooooooo

OCP 051 OT1

oo o000 o

0000000

oo 00000

0T2 CPE ECP EOL OTL

ooooooo
ooooooo
oo 00000
oo 00000

oo o000 o

uort

0000000
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TimeCard Report (TL002)
REVISED: 01/04/2020

DESCRIPTION:
This report provides a summary of employee time entries for a given period of time.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > Time Card

RUN CONTROL PARAMETERS: OUTPUT FORMAT:

Start Date PDF
End Date

Employees to Process
Empl ID

Group ID

Empl Record

Include or Exclude

Screenshot of the TimeCard Report - Run Control Page

Favorites = | Main Menu - > Time and Labor~ > Reporis~ > TimeCard
TimeCard
Run Control ID Time_Card Report Manager Process Monitor | Bun
Language |English o
Run Control Parameters
Start Date [12/01/2019 [51)
End Date [12/31/2019  x|[3]
Employees To Process Personalize | Find | View All | (Ed | L First ‘4 10of1 '} Last
Empl ID Name Empl Record *Include or Exclude
Q_ JOHN DOE 0|@ [Include v [#H [
[E]Save ||[ah Returnto Search | |[=] Notify s Add || B Update/Display
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Screenshot of the TLO02 TimeCard Report

Pacoplascft

Rsport ID: TLOOZ TimaCard Raport

For tha paricd 1z/01/2015 through 12/31/201%

Employaa I0:

¥ama: DoE, JOHN

Job Titla: T5152 Transportation Cparator II
Departmant : 13028 Dillwyn Arza Haadguarters

REPORTED FINCE TIME DETAIL

Dats/Tima Oy Tyos Time Sons

FEPORTED ELAPSED TIME DETAIL

Paga No. 1
Fun Data 0Z/07/2020
Fun Tima 0%:=56:47

OUTETANDING EXCEFTIONE

Dats EIEDPtiDﬂ'.

Tima Raportar Signatura:

Approval Signature: kpprover's Kama:

Data Undar Tima Rptg

REerpork Cuant ity Ty Cascriptiomn Coda

12/08/2013 10.000000 Hours Ragular Earminga - Salaried RZE

Total for Amounts: 0. 00000

Tobal for Undts: 0.000ooo

Totbal for Hours: LO.000D0D

Total for Missing TRCo: 0. 00000

PAYAELE TIKE

Data Undar Tima Rptg

Eeport guantity TyT& Cascription Coda Fayabla Status
12/28/2013 E. 000000 Hours Holidzy HOL Approvad
Total for Aamcunts: 0.000ooo

Tokal for Units: 0. 0ooooo

Total for Hours: &. 00000

[please print)
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Timesheet Report (RTA026)

REVISED: 03/28/2017

DESCRIPTION:

This report provides daily Timesheet transaction data in a detailed spreadsheet format and can be run
by Employee ID, Reports to Position Number, Department ID, Project, or Cost Center/Department
(ChartField). The report provides transaction information including Employee Name, TRCs, Hours,
Work Group, Work Schedule, Last User, Proxy, Timesheet Submitted Status, Timesheet Approved
Status, Exceptions, and accounting distributions. The report can be used to review timesheet
submissions/approvals; determine whether there are errors on any timesheets; review employees’ daily
accounting distributions; and identify employees whose time needs to be submitted or approved.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report Execution > TA Reports
> Timesheet Report

Time Administration
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > Timesheet Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:

Set ID Csv
Business Unit

Employee Type
Salaried
Hourly)

Select Pay Period End Date or From/To Date
Pay Period End Date

From Pay Period End Date

To Pay Period End Date

Show All Statuses
Action Required Only [checkbox]

Employees to Process

Reports To Position

Empl ID

Department / Node Only [checkbox]
Project

Cost Center

Department CF

Time Reporting Codes (Optional)

ADDITIONAL INFORMATION:

Timesheet Submission Status Values: AJ (Adjusted), SB (Submitted), SV (Saved), DL (Deleted)
Timesheet Approved Status Values: AP (Approved), DN (Denied), NA (Needs Approval), *PD (Paid),
*RP (Rejected by Payroll), *TP (Taken by Payroll)

*Note: These are only applicable to allocation and do not affect whether an employee is paid or not.
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Screenshot of the Timesheet Report Run Control Page

Favorites - | Main Menu - % Time and Labor » * Reports = * Timesheet Report
1
| Timesheet Report |
Timesheet Report
Run Control ID Timeshest Rpt Repaort Manager Process Monitor
ssetip (0100 |Oy *Business Unit (90100 |2y
Employee Type Employees to Process
(® Salaried Reports To Position Humber
O Howrly OR
Empl 1D
Select Pay Period End Date or From/To OR
e Department 10155 =)
Pay Period End Date 12242019 |C (I Node Only
oR OR
From Pay Period End Date Froject
OR
To Pay Period End Date
Cost Center
Show All Statuzes Department CF
[ action Required Only
Time Reporting Code ) - r ) i y
(Optionall Fersonalize | Find | viewal | (2| 4 First 1of1 b Last
Time Reporting Code
1 G, | Ll{l=]
| Save ||[=Motify | |Ek Add || f] UpdateiDisplay |
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Screenshot of the RTA026 Timesheet Report

I A B C D E E G H 1 I K
1 |Commonwealth of Virginia
2 |Run Date: 03/06,/2021 TIMESHEET REPORT
3 |Report ID: RTAD26 Run Time: 11:03 00
4 |Page No.1 of 3
5 |SetlD: 50100 :VDOT Setil
& |Business Unit: 50100 : VA Dept of Transportation
7 |Pay Period From Date: 24-DEC-2019
8 |Pay Period To Date: 24-DEC-2019
9 |Department: 10155 : Coleman Bridge
10 |salaried
11 |All statuses
12 |TRC :
13
14 |Pay Period End Date Daily Date  Retro Flag Department Description Reports To Position # Reports To Emplid | Reports to Name  Emplid Employee Name Workgroup
15. 24-Dec-19  10-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN DOE, JOHN VDOTNONEXM
16 24-Dec-19  10-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN F DOE, JOHN '\FDOTEXTPES
17 24-Dec-19  10-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN DOE, JOHN VDOTNONEXM
13 24-Dec-19  10-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN M DOE, JOHN VDOTNONEXM
19 24-Dec-19  11-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN DOE, JOHN VDOTNONEXM
20 24-Dec-19  11-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN f DOE, JOHN YDOTEXTPBS
21 24-Dec-19  11-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN DOE, JOHN VDOTNONEXM
22 24-Dec-19  11-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN fi DOE, JOHN VDOTNONEXM
23 24-Dec-19 12-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN DOE, JOHN VDOTHNOMNEXKM
24 24-Dec-19  12-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN DOE, JOHN VDOTNONEXM
25 24-Dec-19  12-Dec-19 10155 Coleman Bridge 13014 DOE, JOHN DOE, JOHN '\FDOTEXTPES
Screenshot of the RTA026 Timesheet Report (scrolled right)
‘Work Schedule Paygroup Time Reporting Type TRC Description Hours Last U Proxy Timesheet Submitted Status ~ Timesheet Approved Status  Excep Account Fund  Program
S5-DAY SM3 Positive EO1 Emerg OT @ Time 1/2 - Sal 1.43 DAVID 5B AP 599993 07822 606003
'4DA‘|'F SMS Positive RGS Regular Earnings - Salaried 10 DAVID 5B PO 599993 07822 606003
S-DAY SMS Positive RGS Regular Earnings - Salaried 8 JESSIE. 5B PD 599999 07822 606003
"aDAYM SMS Positive RGS Regular Earnings - Salaried 10 DAVID SB PD 589998 07322 606003
S-DAY SMS Positive EO1 Emerg OT @ Time 1/2 - Sal 1.43 DAVID SB AP 599999 07322 606003
"aDAYF SMS RGS Regular Earnings - Salaried 10 DAVID 5B PD 5899998 07322 606003
5-DAY SMS Positive RGS Regular Earnings - Salaried 8 JESSIE SB PD 599999 07322 606003
"4DAYM SMS Positive RGS Regular Earnings - Salaried 10 DAVID 5B PO 599999 07822 606003
5-DAY 5M5 Fos ED1 Emerg OT @ Time 1/2 - Sal 1.43 DAVID 5B AP 599993 07822 606003
5-DAY 5M5 Positive RGS Regular Earnings - Salaried 8 JESSIE. 5B FD 599993 07822 606003
4DAYF 5M5 Positive RGS Regular Earnings - Salaried 10 DAVID 5B FD 599993 07822 606003
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Screenshot of the RTA026 Timesheet Report (continued scrolled right)

Department Cost Center Task FIPS Asset Agency Use 1 Agency Use 2 PC Business Unit Project I Activity ID Telecommute
10155 52070020 73?3

Equipment

10155 52070020 ‘073
10155 52070020 ‘073
10155 52070020 ‘o7
10155 52070020 ‘073
10155 52070020 ‘073
10155 52070020 ‘073
10155 52070020 ‘073
10155 52070020 ‘o7
10155 52070020 ‘073
10155 52070020 ‘073
Rev 04/13/2020

Page 71 of 79



/;j Cardinal

Screenshot of the Timesheet Report - Run Control Page with Action Required Only Checked

Favorites = I Main Menu~ % Time and Labor » * Reports = * Timesheet Report
| Timesheet Report |
Timesheet Report
Run Control ID Timeshest Rpt Repaort Manager Process Monitor
setip (0100 |Cy *Business Unit (90100 |2y
Employee Type Employees to Process
(® Salaried Reports To Position Number
O Howrly OR
Empl 1D
Select Pay Period End Date or From/To OR
e Department 10155 =)
Pay Period End Date 12242018 QL O Mode Only
oR OR
From Pay Period End Date Froject
OR
To Pay Period End Date
Cost Center
Show All Statuses Department CF
mh-:lion Required Only
Time Reporting Code . 3 - . i b
{Optional) Personalize | Find | Wiew &l | Ed] | E First 1of1 Last
Time Reporting Code
1 . ([#[=]
|[@Save || Retunto Search | |*E] PrevicusinList | |45 MestinList | |EMofify | |[Ek Add || # Updste/Display
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Page 72 of 79



// Cardinal

Screenshot of the RTA026 Timesheet Report - with Action Required Only

A B C D E F G H | 1 K

Commonwealth of Virginia

Run Date: 03/06/2021 TIMESHEET REPORT
Report ID: RTAO026  Run Time: 11:26 00

Page No. 1 of 1
SetlD: 50100 : VDOT SetlD

Business Unit: 50100 : VA Dept of Transportation
Pay Period From Date: 24-DEC-2019

Pay Period To Date: 24-DEC-2019
Department: 10155 : Coleman Bridge
Salaried

All statuses that need action

TRC :

Wi - oW e

A=
E-REERE SN -]

Pay Period End Date Daily Date  Retro Flag Department Description Reports To Position # Reports To Emplid Reports to Name Emplid Employee Name Workgroup
24-Dec-19 23-Dec-19 10155 Coleman Bridge 19438 DOE, JOHN DOE, JOHN VDOTNONEXM

&G

Motes:
1)If the Daily Date is displayed as a date range, it indicates that the absence is not processed or is only partially processed
(spans into future periods) or is triggered for reprocessing but has not yet been reprocessed.
2)Absence requests that cross pay periods may result in overlapping transactions appearing as both processed and unprocessed in the report.
3}Hours for absence requests created/modified by Admin may not reflect the appropriate duration for unprocessed absences.
1| Calculated hours will be reflected once the request is processed.

MR e
[=JRr-RE R}

=)

Screenshot of the RTA026 Timesheet Report - with Action Required Only (scrolled right)

Work Schedule Paygroup Time Reporting Type TRC Description Hours Last User Proxy Timesheet Submitted Status Timesheet Approved Status
5-DAY SMS Positive RGS Regular Earnings - Salaried 2 SB MA

Screenshot of the RTA026 Timesheet Report - with Action Required Only (continued scrolled
right)

Excep Account Fund Program Department CostCenter Task FIPS Asset Agency Use 1 Agency Use 2 PC Business Unit Project D Activity ID Telecommute Equipment
599999 07822 606003 10155 52070020 073
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Timesheet Exception Report (RTA024)

REVISED: 03/29/2017

DESCRIPTION:

This report provides overtime transaction information by date, TRC, and number of hours for
employees in a Department who report overtime TRCs on their Timesheets and overtime transaction
information for employees whose reported hours do not match their scheduled hours. The report can
be used to monitor overtime and identify those employees whose recorded time is not the same as their
scheduled time for a designated pay period. The Timesheet Exception Report may also be referred to
as the Timesheet Schedule Exception and Overtime Review Report.

NAVIGATION PATH:
Cardinal FIN > Cardinal HCM > Main Menu > myCardinal HCM > HCM Report Execution > TA Reports
> Timesheet Exception Report

Time Administration
Cardinal FIN > Cardinal HCM > Main Menu > Time and Labor > Reports > Timesheet Exception Report

RUN CONTROL PARAMETERS: OUTPUT FORMAT:
Set ID PDF
Business Unit Csv

Date Parameters

Pay Period End Date
From Pay Period End Date
To Pay Period End Date

Report Parameters

Reports To Position

Empl ID

Department / Node Only [checkbox]

Show All Employees
Variance Only [checkbox]

Show Submitted Time
Approved Only [checkboX]

Employee Type
Salaried
Hourly

ADDITIONAL INFORMATION:

The report is divided into two sections — (1) Overtime Review and (2) Deviation from Scheduled Hours.
Reported hours (including the sum of the total regular productive and non-productive hours) are
compared to the Scheduled hours. Any variance calculated in Reported hours to Scheduled hours is
reported. In the context of the report, a variance of those hours denotes an exception. The report can
be used by managers and supervisors to review overtime reported by employees in a Department and
research hours reported by employees that do not match the employees’ schedules. At a higher level
the report can be used to monitor the status of timesheets (e.g., hours recorded versus expected hours
for the pay period).
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Screenshot of the Timesheet Schedule Exception and Overtime Review - Run Control Page

Favorites = | Main Menu + > myCardinal HCM » > HCM Report Execution~ > TAReports v > Timesheet Exception Report

Timesheet Schedule Exception and Overtime Review
Run Control ID Timesheet Exception_Rpt Report Manager  Process Monitor | Run |

Report Request Parameters

*Set ID Q *Business Unit Q

Date Parameters

From Pay Period End Date [1210/2019 |5

Pay Period End Date ~0R - To Pay Period End Date  01/24/2020 |3
Report Parameters Show All Employees
. Employee Type
Reports To Position Number :lQ [variance Only
® Salaried
Empl ID ] Show Submitted Time O Hourly
Department 10058 x| [node only [ Approved Only
|[§)Save ||=]Notify | |Ek Add || 7] Update/Display
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Screenshot of the RTA024 Timesheet Schedule Exception and Overtime Review Report —

Overtime Review

Roport ID: RTAD24

Cormoowsalth of Wirgioia

[ERTINE ESVIEW

Fano Date: 03/06/2020

Fun Time: L1:56 00

Eatid:

1z/10/201%
1z/11/201%
1zf11/2m%
1zf12/2m%
12/15/201%
1zf18/201%
12/17/201%
1z/18/201%
12/13/201%
1z/26/201%
1z/37/201%
12/23/201%
Subkotal

Tokal

Business Unit:
From Pay Pariod End Data:
To Fay Faricd End Date:
Departmant :

%11 amployaas
Submittad Time

Departmant Dascription

10055
10085
10085
10055
10085
10085
10055
10085
10055
10055
10085
10055

Construction Division

Fage Ho. 1 of 3

Eaporta Ta
Fogition Hamg TEC T=C Dascriptlon Hours
Construction Oivisicocn 0oocs ICE, JOEN 0T Uncompensated Ovartima 2.50
Construction Division 13853 LOE, JOEN CPE Compansatory lLeave Earma 1.50
Construction Oilvigiom Qoocs LCE, JO0EN 0T Uncompengated Ovartima 1.00
Construction Oivisicocn 0oocs ICE, JOEN 0T Uncompensated Ovartima 2.50
Construction Division Qoo0s LOE, JOEN 0T Uncoopensated Ovartima 1.50
Construction Oilvigiom Qoocs LCE, JO0EN 0T Uncompengated Ovartima 1.50
Construction Ddvision oaa0d DaE, JOEN AT Uncompensated Ovartima 1.a0
Construction Division Qoo0s LOE, JOEN 0T Uncoopensated Ovartima 2.50
Construction Divisiom [l [ DOE, JOEN 0T Uncompensated Ovartima 2.00
Construction Ddvision oaa0d DaE, JOEN AT Uncompensated Ovartima 1.a0
Construction Division Qoo0s LOE, JOEN 0T Uncoopensated Ovartima 1.50
Construction Divisiom [l [ DOE, JOEN 0T Uncompensated Ovartima 1.00
15.50

15.50
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Screenshot of the RTA024 Timesheet Schedule Exception and Overtime Review Report
Deviation from Scheduled Hours

Commoowsalth of Virgioia
Report ID: ETAD24 Tm?m Fan Date: 03,/06/2020
Deviation om Schadulad Hours Fano Time: 11:56 00
Eatid: 50100 Fage Ho. 2 aof 3
Business Dnit: 50100
From Pay Paricd End Data:
To Fay Paricd End Iote: .
Departmant: 10085 : Qanstruction Divisicon
Hoda Dmly: N
Empl Typa: =S
211 employass
Eubmittad Time Takal
Feg Frod 4
Naon-Prod Total
Raports to Faported Echadulaed Frod OT Hours
Departmant Dascription Emplia Nama Positicm Hana Houra Hours Wariznes Hours Berortad
ADDES Construction Oiviaica TOE, OJ0EH 04128 DoE, J0HN 10s.00 27z.00 163,00 o.oo 10%.00
ADDES Construction Oiviaica TOE, OJ0EH oocEsE DoE, J0HN .00 27z.00 17e.00 o.oo 52.00
ADDES Construction Oiviaica TOE, OJ0EH 04128 DoE, J0HN BE.0D 27z.00 1E4.00 o.oo B8.00
ADDES Construction Oiviaica TOE, OJ0EH 04128 DoE, J0HN 144.00 27z.00 1ZE.00 o.oo 144.00
10055 Construction ODivisica Do, JOHM 19E53 DOE, JOHN 12s.o00 272.00 144.00 0.o0 123.00
10055 Construction ODivisica Do, JOHM 04123 DOE, JOHN 9&.00 272.00 176.00 0.o0 8&.00
ADDES Construction Oiviaica TOE, OJ0EH 23173 DoE, J0HN .00 27z.00 17e.00 o.oo 52.00
10055 Construction ODivisica Do, JOHM 23173 DOE, JOHN 12s.o00 272.00 144.00 0.o0 123.00
10055 Construction ODivisica Do, JOHM 23173 DOE, JOHN 17&.00 272.00 56.00 0.o0 17&.00
10085 Construction Ddvisica Do, JOHH 23173 DO, JOHN 17e.00 27z.00 SE.00 o.oo0 17€.00
10055 Construction ODivisica Do, JOHM 19E53 DOE, JOHN 9&.00 272.00 176.00 1.50 §7.50
ADDES Construction Oiviaica TOE, OJ0EH 21681 DoE, J0HN 11z.o0 27z.00 160,00 o.oo 11zZ.00
ADDES Construction Oiviaica TOE, OJ0EH 21681 DoE, J0HN 144.00 27z.00 1ZE.00 o.oo 144.00
10085 Construction Ddvisica Do, JOHH 12E52 DO, JOHN se._o0 27z.00 17E.00 o.oo0 5£.00
ADDES Construction Oiviaica TOE, OJ0EH 04145 DoE, J0HN 11z.o0 27z.00 160,00 o.oo 11zZ.00
ADDES Construction Oiviaica TOE, OJ0EH 04145 DoE, J0HN .00 27z.00 17e.00 o.oo 52.00
10055 Construction ODivisica Do, JOHM 21346 DOE, JOHN l44 .00 272.00 1ZE.00 0.o0 144.00
10055 Construction Oivisica ICE, JoHM goooa DOoE, JOHN l2s.o0 272.00 144.00 go.co 123.00
10055 Construction ODivisica Do, JOHM 0oon4 DOE, JOHN les.00 272.00 1l04.00 l8.c0 18&.00
10055 Construction ODivisica Do, JOHM 19E53 DOE, JOHN 9&.00 272.00 176.00 0.o0 8&.00
10055 Construction ODivisica Do, JOHM 19E53 DOE, JOHN 1s2.00 272.00 1Z0.00 0.o0 152.00
10055 Construction ODivisica Do, JOHM 21346 DOE, JOHN 9&.00 272.00 176.00 0.o0 8&.00
10055 Construction ODivisica Do, JOHM 23173 DOE, JOHN l44 .00 272.00 1ZE.00 0.o0 144.00
ADDES Construction Oiviaica TOE, OJ0EH ooooe DoE, J0HN .00 27z.00 17e.00 o.oo 52.00
ADDES Construction Oiviaica TOE, OJ0EH 04128 DoE, J0HN 14z.00 270.00 1ZE.00 o.oo 14Z.00
ADDES Construction Oiviaica TOE, OJ0EH OEERS DoE, J0HN 120.00 27z.00 1EZ.00 o.oo 120.00
ADDES Construction Oiviaica TOE, OJ0EH 23058 DoE, J0HN E7.00 27z.00 Z0E. Q0 o.oo E7.00
10055 Construction ODivisica Do, JOHM 23058 DOE, JOHN 9&.00 272.00 176.00 0.o0 8&.00
10055 Construction ODivisica Do, JOHM 21imn DOE, JOHN 9&.00 272.00 176.00 0.o0 8&.00
ADDES Construction Oiviaica TOE, OJ0EH OEERS DoE, J0HN 144.00 27z.00 1ZE.00 o.oo 144.00
10055 Construction ODivisica Do, JOHM 02c583 DOE, JOHN 147.00 272.00 1zZ:.00 0.o0 147.00
10055 Construction ODivisica Do, JOHM 23003 DOE, JOHN 1s2.00 272.00 1Z0.00 0.o0 152.00
ADDES Construction Oiviaica TOE, OJ0EH 23003 DoE, J0HN .00 27z.00 17e.00 o.oo 52.00
10055 Construction ODivisica Do, JOHM 05043 DOE, JOHN 12s.o00 272.00 144.00 0.o0 123.00
ADDES Construction Oiviaica TOE, OJ0EH 05043 DoE, J0HN 14.00 271.00 1ZE.00 o.oo 143.00
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Screenshot of the Timesheet Schedule Exception and Overtime Review - Run Control Page with
Variance Only

Favorites + | Main Menu > myCardinal HCM ~ > HCM Report Execution~ > TAReports + > Timesheet Exception Report

Timesheet Schedule Exception and Overtime Review
Run Control ID Ad_Hoc Report Manager  Process Monitor | Run |

Report Request Parameters
*SetID 50100 |Q *Business Unit 50100 |Q
Date Parameters

From Pay Period End Date [1210/2019 =]
Pay Period End Date

-0R - To Pay Period End Date |01/24/2020 |[3)
Report Parameters Show All Employees
7 Variance Onl Employee Type
Reports To Position Number : anance Lnly
® Salaried
Empl ID Show Submitted Time O Hourly
Department 10055 Q' Node Only []Approved Only
[l Save ||[&h Returnto Search ||[=] Motify | |Ee Add || B Update/Display

Screenshot of the RTA024 Timesheet Schedule Exception and Overtime Review Report -
Deviation from Scheduled Hours with Variance Only

g Cormmoowsalth of Wirgioia
o A
B L TIME3SEEET Egg 8- S 5 a0 RMFERTINE REVIEW Run Date: 03/08/2020
Report ID: RTAD24 Fun Time: 12:08 00
Fage Ho. 1 of 3

Sstid: s01c0
Huslness Tnit: §0100
From Pay Paricd End Data:
To Fay Parlcd End Date: .
Departmant: 10055 : Construction ODiwvisicn
Hooa Omlys H
lZﬂplu}'aa_"l with varianca unl}'l

Raports To
Data Departmant Description Emolia Nams Position Name TRC TRC Dascription Hours
12/10,/201% 10055 Construction Division Do, JOEN oaood DCE, JOEN UOT Uncompensated Ovartima 2.50
1Z/11/201% 10055 Construction Division Do, JOEN 193%3 DaE, JOEN CPE Compansatory Leava Earna 1.50
12/11/201% 10055 Construction Division DO, JOEN oaood DCE, JOEN UOT Uncompensated Ovartima 1.00
1Z/12/201% 10055 Construction ODivislon DO=, JOEN ooocs DOE, JO0EN UOT Uncompensated Ovartima 2.s50
12/15/2015% 10055 Construction Division Do, JOEN oaood DCE, JOEN UOT Uncompensated Ovartima 1.50
1Z/1€/201% 10055 Construction ODivislon DO=, JOEN ooocs DOE, JO0EN UOT Uncompensated Ovartima 1.50
12/17/201% 10085 Construction Divislon DaE, JOEN oadios DaE, JOEN TOT Uncompensatbed Dvartima 1.00
12/18/201% 10055 Construction ODivision DO, JOEN oooc4 DCE, JOEN UOT Uncoapensated Ovartima 2.50
12/1%/2015% 10085 Construction Divislon DaE, JOEN oadios DaE, JOEN TOT Uncompensatbed Dvartima 2,00
1Z2/2&/201% 10055 Construction ODivision DO, JOEN oooc4 DCE, JOEN UOT Uncompensated Ovartima 1.00
1Z/27/201% 10055 Construction Division Doz, JOEN oaocs DaE, JOEN 0T Uncompensated Ovartima 1.50
12/23/201% 10055 Construction ODivision DO, JOEN oooc4 DCE, JOEN UOT Uncompensated Ovartima 1.00
Subtaotal 15.50
Total 15.50
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Screenshot of the RTA024 Timesheet Schedule Exception and Overtime Review Report
Deviation from Scheduled Hours with Variance Only (continued)

Report ID: RTAD24 Fun Date: 03/06/2020
Fao Time: 12:08 00
Eatid: 50100 Page Mo. 2 of 3
Business Thit: 50100
From Pay Pariod End Data:
To Fay Parlcd End Data:
10055 : Constructiom Dlviaslca
-

Tatal

Rag Prod &

Nan-Prod Total

Faports to Faported Schadulad Frod OT Hours

Departmant Descripkion Erplia Nana Position Hzma Hours Houra ¥ariance Hours Berortad
10055 Qonstruction Diwvisicn DCE, JOHM 041239 OO, JOHN 103.00 27z.00 163.00 0.oo0 102.00
ADDES Construction Diwisica COE, JOH 1352 COE, OJ0HN 13s.00 aTz.00 144.00 o.oo 128.00
10055 Qonstruction Diwvisicn DCE., JOHN 041239 OOE, JOHN gz.o0 27z.00 1E4.00 0.oo0 83.00
ADDES Construction Diwisica COE, JOH 04128 COE, OJ0HN 144.00 aTz.00 1ZE.00 o.oo 144.00
10055 Qonstruction Oivisica [CE, JOHEM 126593 DOE, JOHN 12z.00 27z.00 144.00 go.co 128.00
ADDES Construction Diwisica COE, JOH 04128 COE, OJ0HN 8&.00 aTz.00 1Te.00 o.oo 8&.00
10055 Qonstruction Diwvisicn DCE, JOHN 23173 OO, JOHN 9&.00 27z.00 176.00 0.oo0 §9&.00
ADDES Construction Diwisica LOE, JOHH 23173 COE, OJ0HN 13s.00 aTz.00 144.00 o.oo 128.00
10055 Qonstruction Diwvisicn DCE, JOHM 04145 OO, JOHN 11z.00 27z.00 160.00 0.oo0 112.00
ADDES Construction Diwisica DOE, JOHH 21681 COE, OJ0HN 11z.00 aTz.00 160,00 o.oo 11z.00
10055 Qonstruction Diwvisicn DCE, JOHM 23173 OO, JOHN 17&.00 27z.00 S&.00 0.oo0 17&.00
10055 Construction Ddwisicn LOCE, JOHH 23173 DO, JOHN 17&.00 27z.00 SE.00 o.oo0 17€.00
10055 Qonstruction Diwvisicn DCE, JOHM 04145 OO, JOHN 9&.00 27z.00 176.00 0.oo0 §9&.00
10055 Qonstruction Oivisica [CE, JOHM PE: R DOE, JOHN l44.00 27z.00 1ZE.00 go.co 144.00
10055 Qonstruction Diwvisicn DCE, JOHN 21651 OO, JOHN 14400 27z.00 1ZE.00 0.oo0 144.00
ADDES Construction Diwisica COE, JOH 23058 COE, OJ0HN E7.00 aTz.00 ZOE.O0 o.oo E£7.00
10055 Qonstruction Diwvisicn DCE, JOHM 03589 OO, JOHN 147.00 27z.00 1Z5.00 0.oo0 147.00
ADDES Construction Diwisica COE, JOH 2137 COE, OJ0HN 8&.00 aTz.00 1Te.00 o.oo 8&.00
10055 Qonstruction Diwvisicn DCE, JOHN 21346 OOE, JOHN 14400 27z.00 1ZE.00 0.oo0 144.00
ADDES Construction Diwisica COE, JOH 1352 COE, OJ0HN 8&.00 aTz.00 1Te.00 o.oo 8&.00
10055 Construction Ddwisicn LOCE, JOHH 138583 DO, JOHN §5&£.00 27z.00 1T7E. 00 1.50 §7.80
ADDES Construction Diwisica LOE, JOHH 0501E COE, OJ0HN 110.00 270,00 160,00 o.oo 112.00
10055 Qonstruction Ddwisicn LDOE, JOHH gocoa OO, JOHN 12s.00 27z.00 144.00 o.oo 125.00
ADDES Construction Diwisica LOE, JOHH oaoos COE, OJ0HN 1es.00 aTz.00 1o4.00 18.00 18&.00
10055 Qonstruction Diwvisicn DCE, JOHN 23003 OO, JOHN 15z2.00 27z.00 1Z0.00 0.oo0 152.00
ADDES Construction Diwisica DOE, JOHH 0501E COE, OJ0HN 11z.00 aTz.00 160,00 o.oo 11z.00
10055 Qonstruction Diwvisicn DCE, JOHM 05043 OO, JOHN 43.00 27z.00 2Z4.00 0.oo0 43.00
10055 Construction Ddwisicn LOCE, JOHH 138583 DO, JOHN §5&£.00 27z.00 1T7E. 00 o.oo0 §5&.00
10055 Qonstruction Diwvisicn DCE, JOHM 05043 OO, JOHN 12s.00 27z.00 144.00 0.oo0 123.00
10055 Qonstruction Oivisica [CE, JOHM 126593 DOE, JOHN 15z.00 27z.00 1zo0.00 go.co 152.00
10055 Qonstruction Diwvisicn DCE, JOHN 23003 OO, JOHN 9&.00 27z.00 176.00 0.oo0 §9&.00
10055 Qonstruction Oivisica [OE, JOHN goaos DGOE, J0HN 15z.00 27z.00 1zo.00 g.co 15z.00
10055 Qonstruction Diwvisicn DCE, JOHN ooaos OO, JOHN 100.50 27z.00 171.50 0.oo0 100.50
ADDES Construction Diwisica COE, JOH 0501E COE, OJ0HN 8&.00 aTz.00 1Te.00 o.oo 8&.00
10055 Qonstruction Diwvisicn DCE, JOHN ooaos OO, JOHN 110.00 270.00 160.00 0.oo0 110.00
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